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“We now have a ‘tool’ that’s 
the greatest thing to hit the 
office since the typewriter.” 

S. M. FINLAYSON, President 
Canadian Marconi Company 


“WE GET COPIES PRECISELY LIKE THE ORIGINAL... 
THOUSANDS IF NEEDED...IN MINUTES” 


“It’s easy to smile,” says S. M. Finlayson, 
president of the Canadian Marconi Com- 
pany, “when you can point, as we can, to 
economies through xerography ... It’s the 
greatest ‘tool’ to hit the office since the 
typewriter.” 

Mr. Finlayson is simply echoing—a bit 
more colorfully, perhaps—what other exec- 
utives have said before. Today, xerography 

clean, fast, dry, electrostatic—is widely 
known in business, industry, and govern- 
ment as the world’s most versatile copying 
process. 

Whether it’s a simple report of a few 
pages and a few copies, or a monumental 
report of hundreds of pages, you can copy 
it onto offset duplicating masters faster by 
xerography. 

Each runoff is precisely like the original 

no need to worry that anyone else’s copy 
will be less legible than yours. 

Xerography is used increasingly for 
cumulative reports... catalog, inventory, 


and cost sheets... engineering drawings, 
management reports, manuals office 
and factory forms, price lists, sales letters 
.. directories, news releases, and many 
others. 

Every day new uses are found for versa- 
tile xerography. And every day this speedy 
process is saving money, doing things 
never before deemed possible 

Write for proof-of-performance folders 
showing how. companies of all kinds and 
sizes are speeding paperwork and saving 
thousands of dollars yearly by xerography 


HALOID XEROX inee-C. 
59-216X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX: 
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Strokes 
of perfection 


Would you like to try one of our 
famous Ticonderoga Pencils? Ex- 
perience the pleasure of writing 
easier, smoother, faster. Pick-a- 
Point that you like best and send 
for one today. 
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Dixon 
Ticonderoga 
Pencils 


always write with 
. LEXTRA SOFT 


. 2 SOFT 
. 2-5/10 MEDIUM 
. 3 HARD 
. 4EXTRA HARD 


clean, crisp strokes. 


For strokes of 
pure color... 
always use 


Pick-a-Point 


Ask your stationer for the yellow 
pencil with the three green bands. Dixon Thinex 
Color Pencils 


D IXO N 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Pencil Sales Division Jersey City 3, N. J. 
Dixon Penci! Co., ltd. Newmarket, Canada 
Dept. 20-I 
For More Information Circle No. 203 
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JANUARY, 1959 
VOL. 49, NO. 1 


1959 ANNUAL OFFICE MANAGEMENT FORUM 


ANNUAL SURVEY: 


Maintain the Faith in Our Financial Stability Lee P. Miller 
Inflation Is Threatening Industry’s Corporate Life John B. Inglis 
AFMA Aids Management of the Defense Establishment Rawlings S. Poole 
How Railroads Have Met Rising Clerical Costs J. 1. Barnes 
Municipalities Have to Stretch the Tax Dollars Grant Brush 
Accountants’ Measurements Are Basic to Our Economy Louis H. Penney 
Coordinate Automation With People and Education E. A. Rule 
The Challenge to Office Management in 1959 Fred A. Schultz 
Modern Management Needs Modern Systems Joseph A. MacQueen 
Railroads Use Swapshop Seminar Technique J. V. Wolfe 
Aptitude Testing as an Aid to Office Hiring Earl D. McConnell 
The Hidden Benefits of our “Plus Account” Gerry E. Morse 
The Guiding Principles of a Procedures Analysis Richard M. Paget 
. Budget Executives Grow by Participating Harold C. Mason 
Every Management Advance Increases Office Overhead Phil Carroll 
The Value of Conventions in Times Like These W. D. Babcock Jr. 
Internal Auditor Develops Profit-Making Ideas William J. Lehmann 
Better Communications Needed for Accounting Martin C. Powers 
The Computing Field Will Continue Its Expansion R. W. Hamming 
Successful Automation Depends Upon People James H. Donovan 
Institute’s Research in Bank Record Keeping Franklin D. Price 
The Business Future of the Machine Accountant Lester E. Hill 
How Modern Purchasing Can Increase Your Profits Gordon Burt Affleck 
Getting the Right Product at the Right Price Joseph A. Heeb 
Equipment Industry’s Aim is Automation for All Fortune P. Ryan 
Forms Orders Point to Better Business Ahead ., William C. Lamprechter 
What Does Microfilm Symbolize to You? Hendrix Teneyck 
The New Profession of Visual Communications James A. Catto 
The Office Will Be Source of Advice to Business Lord de L’Isle 
Some of Britain’s New Electronic Equipment B. F. Levett 
Developing Revolution in Britain’s Office Work Harry Ward 
When the Top Man Asks, “What Will It Cost Us?” H. W. (Fred) Shaw 
Organization for Good Records Management Robert W. Humphrey 
Balancing Technical and Human Values in Business Dr. Doris Howell Crank 
Why We Cannot Have Automation in Education Vernon A. Musselman 
Certification Has Become a Standard for Secretaries Clare H. Jennings 
DEPARTMENTS 
THE OFFICE Product Index Literature from the Manufacturers 
New Books é News of the Office 
Camera! News of the Industry 


New Products National Conference & Exhibit Calendar 
As We See It 304 


CIRCULATION OF THIS ISSUE 52,000 
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“SPEEDY MAC” OFFERS YOU 












a 

“machine accounting 
control panels 

and wires 

ORR i 2 PEALE OE 


Re 


gta red 


under the same 
rigid specifications and 
on procedures set 
“ag by the manufacturer 


ISN S of your EAM and 
S data processing 
IS: ~~ al 


COMPANY | 
HIGH POINT, NORTH CAROLINA 















105 GAYLORD STREET 
HIGH POINT, NORTH CAROLINA 


Please send catalog and prices on complete 





line. 

YOUR NAME 

TITLE 

FIRM NAME 

FIRM ADDRESS 

CITY STATE 


For More Information Circle No. 292 


MAC PANEL COMPANY t 











William Schulhof, Publisher 
William R. Schulhof, Editor 


James Gorman, Managing Editor 


* 
ADVERTISING OFFICES: 
New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 


illinois & Wisconsin: Fred E. Zindler, 20 N. Wacker 
Drive, Chicago 6, Illinois. ANdover 3-2668 


Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
tabula County), Ohio. Orwell 265 


California: Douglas C. Lance, 1948 Highland Oaks 
Drive, Arcadia, Calif. ELgin 5-6769 


Direct inquiries from other areas to 
New York office. 


* 


Subscriptions: one year $3; two years $5 to U.S. & 
Possessions. Foreign: one year $4; two years $6. 
35¢ a copy. 


* 


Tue Orrice is published the first of every month 
by Office Publications, Inc., 232 Madison Ave., New 
York 16, N. Y. LExington 2-2245. Cables: Wilhof, 
New York. Accepted as controlled circulation pub- 
lication at East Stroudsburg, Pa. Printed in U.S.A. 
®Office Publications, Inc. Entire contents 
©Copyright 1959, Office Publications, Inc. All 
Rights Reserved, Founded 1935. 


Also publishers of: 

La OFICINA (Spanish language annual) 
OFFICE EQUIPMENT EXPORTER (annual) 
The CANADIAN OFFICE (published monthly 
in Canada) 

Member of: 


NB PD National Business Publications, Inc. 


Business Publications Audit of Circulation, Inc. 
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INCREASE WORKING EFFICIENCY 
FOR ALL PERSONNEL DISTURBED 


BY OFFICE MACHINE NOISE 


MODEL EF-2770 used with 
Burrough’s Typing Sensimatic 
Comme of Board of Education; 
lean, New York) 









fe 






MODEL EF-2445-G 
used with GRAPHOTYPE 





MODEL EF-3159 used with FLEXOWRITERS 
(Courtesy of U.S. Signal Corps, Supply Agency, Phila., Pa.) 


Regardless of whether or not your office has 
acoustical ceilings, personnel will be annoyed 
by noises from Flexowriters, Computypers, 
Graphotypes or Burroughs Typing Sensi- 
matics. Gates ACOUSTINETS kill noise at 
its source in a manner that no other acous- 
tical material can accomplish. Each unit is 
lined with a “‘pillow-soft’’ acoustical material 
called QUIETEX. Built-in fluorescent light- 
ing is furnished as standard equipment. 
Casters permit easy movability. 2 








MODEL EF-3659-SPECIAL 
used with COMPUTYPER ‘‘C’’ 
(Courtesy of Ball Brothers Co., 
Inc., Muncie, Indiana) 


Write for FREE Catalog 
describing complete line 
of Gates Acoustinets for 





all office machines 


| lo 


Write for details. Give machines, makes, models you use and measurements, 


Remmmm\ U5 | INE | 


AMERICAN STANDARD BUILDING, BUFFALO 7, NEW YORK 
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The ONLY concern in the United 
States SPECIALIZING in the manu- 
facture of rag fiber ONION SKIN 
and MANIFOLD papers. 





Their use greatly reduces TYPING, MAILING and FILING 
expenses in connection with THIN LETTERHEADS, COPIES, 
RECORDS, FORMS and ADVERTISING LITERATURE. 


es Te Thin Papers 


FIDELITY ONION SKIN 
ie CLEARCOPY ONION SKIN 
a SUPERIOR MANIFOLD 


Samples 


ESLEECK MANUFACTURING CO., Turners Falls, Mass. 
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This index, prepared for your convenience, lists the products and services adver- 


tised in this issue. 


Refer to pages listed for information on each. 
can be had by writing manufacturer direct, 


Further details 
or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 


PRODUCT 


ACCOUNTING .MACHINES 


National ... 
President 


ACCOUNTING SUPPLIES 
Accountants’ Supply House 


ADDING MACHINES 
Addo-x 

Burroughs 
Comptograph 
Electrosumma 

Regna 

Unistroke 


ADDRESSING meaeenid 
Cheshire 

Duplicard 

Quik-Stripper 

Rena 

Scriptomatic 

Speed-O-Print 

Zip-O-Riter 


APTITUDE TESTS 
Aptitests . 


BALLPENS 
Copy-Fax 
Dart ... 
Diplomar 
Economy 
Koh-|-Ball 
Morristar 
Office Riter 
Sure-Rite 


BINDERS 
Cesco 


BINDING, PLASTIC 


Plastico . 


BLUEPRINT FILES 
Confidential 


BOOKCASES 


Maso 


BOOK RACKS 
Rol-Rack 


BRIEF CASES 
Stebco . 


CABINETS 
Consolett 


THE OFFICE 


PAGE 


PRODUCT 


, CALCULATORS - 


296 
141 
273 
149 

73 
226 


250 
299 


274 
281 


107 


267 


69 


219 


203 


195 


January, 1959 


Customatic 
Diehl 

Facit 
Marchant 
Monro-Matic 
Numeria 
Odhner 
Plus-O-Matic 
Victor 


CAMERAS 
Kenro Vertical 
Miller-Trojan 


CARBON COPY SETS 
Copysette 
Curtis-Young 
Duplisette 

Letterex 

Rogersnap 


CARBON PAPER 
Colonial 
Curtis-Young 
Electro-Write 
Flagship 
Geha-Dup!lex 
Roytronic 


CARBONIZING TISSUE 


Schweitzer 


CASH REGISTER PARTS 
Cashere 


CHAIRS 
Cole 
Goodform 
Samsonite 


CHECKSIGNERS 


Ajax 


CHECKWRITERS 
Nippo 
Perma-Print 


CLOTHES RACKS 
Bevco ° 

Borroughs 

Office Valet . 


9 CHANGER 


PAGE 


273 
253 
165 
65 
191 
53 
129 
201 
47 


293 


171 
232 


238 


276 
246 


229 
270 


bottom of individual advertisements. 


PRODUCT 
COLLATING RACKS 


vans . 


COLLATORS 
ol-A-Tron 
Collamatic 
Desk-Top 
Speed-Klect 
Thomas 


COLUMNAR SHEETS 
National Manifolding 


CONTROL BOARDS 
Boardmaster .. 
Maggie Magnetic 


COPYHOLDERS 
Curtis-Young 
Lindicator 
Rite-Line . 
Speedrite . 


COPYING MACHINES 
Copycat .. 
A. B. Dick . 
Electro-Rex 
Kenro .. 
Miller-Trojan 
Plenacopy 
PolyCopier 
Printess 
Recordak 
Stenafax 
Thermo-Fax 
Verifax 
Xerox 


CORNER ROUNDERS 
Lassco 
Pionee- 


COUNTER, 
Tickometer 


IMPRINTER 


COUNTERS, TABULATING 


Denominator 


PAGE 


202 


282 
179 


12, 13 
217 
261 


229 
261 


224 
258 


DATA PROCESSING, wee 


Friden 
Keysort 
Mac Panel 
Ormig 
Quikswitch 
Systematics 
Teletype 








PRODUCT PAGE 


DATING MACHINES 
Ajax . 238 
Krengel 251 
Powermark 245 
Roberts 200 
DESK ACCESSORIES 
Morris . 120 
DESK LAMPS 
Sight Light 177 
DESK MACHINE STAND 
Add-O-Mount 246 
DESK PEN SETS 
ARFA 26 
Dart 198 
Morristar 120 
DESKS 
Bentson 178 
Clutter-Proof 98 
ole .. 171 
Mode-Maker 39 
DESK-SLIDE COVER 
Viso-Deskplate 278 


DESK SIGNS 
ARFA 


26 

Plastic Letter 245 
DESK TOP CLEANER 
Gumption 271 
DESK TRAYS 
Add-O-Mount 246 
Morris 120 
DICTATING MACHINES 
Commander 273 
Norelco . 10 
Rex Recorder 126 
Stenorette 135 
StenOtape 207 
DRAFTING EQUIPMENT 

vin . 300 
C-Thru 296 
Grifhold 269 
X-acto 301 


DRAIN PIPE CLEANING TOOL 
Flushing Gun 25 


DUPLICATING SUPPLIES 

Allied 52 
Colonial 286 
Curtis-Young 74 
Ready-Master 40 
DUPLICATOR DRUM wennen” 
Walco 

DUPLICATORS, OFFSET 
Dav-A-Matic 104 
Masterlith 54, 55 
Multilith 125 


PRODUCT PAGE 


DUPLICATORS, SPIRIT 
Conqueror 137 
Ditto Inner Back Cover 
Old Town 218 
Ormig 152 
Sada Sprint 48 
Starline 36 
DUPLICATORS, STENCIL 
Copy-rite 163 
Ideal 247 
Rex-Rotary 192 
ELECTRIC MOTORS 

Lam 279 
ELECTRIC OVER-FLOOR Cone 
Electriduct 

ENVELOPE JOGGERS 

Syntron 244 
ENVELOPE OPENERS 

Posto-E 297 
ENVELOPES 

Outlook 300 
ERASERS 

EraserStik 288 
Roberts 199 


EXPENSE ACCOUNT SYSTEMS 
Traveletter 2 


EXPENSE REPORT FORMS 


GrayLine 123 


FACSIMILE MACHINES 


Electro-Rex 192 
Stenafax 222 
FILES 

Acme Visible 175 
Atlas 280 
Chem-Board 282 
Corres-File 209 
Estey 206 
Mim-E-O 208 
Miracle 37 
Pronto 239 
Revo-file 227 
RFI 114 
Rol-Dex 233 
Scott-Rice 267 
Spacefinder 145 
Staxonsteel 225 
Super-Filer 39 
Unitray 204 
FILING SUPPLIES 

Able-Stik 26! 
Acco 68 
Aico 216 
Barkley Tabs 249 
Eureka 66 
Graffco 262 
Hol-Dex 285 
OPI Facing 161 
Opnwindo Tabs 296 
Smead 75 
Southern Folder 253 
FLOOR MATS 

Foot Comfort 266 


PRODUCT PAGE 


FOLDING MACHINES. 
Fold-O-Matic 265 
FORMS 

Blue Chip 268 
Continuous 267 
GrayLine 123 
International 283 
Modern . a4 
BOS sncccaves i aa 
Reynolds & Reynolds 100, 101 
Rogersnap .. 281 
Stevenson & Smith 256 
FORMS HOLDERS 

Saunders 293 
GLASS DESK TOPS 

Tru-Site 46 
GLUE 

UHU 38 
GLUING MACHINES 

Speed-Klect 12, 13 
INDEXES 

Aico . 216 
INTERCOMS 

DuKane 213 





KEY PUNCH CORRECTION 
Blue Streak 


KNIVES 

Grifhold 269 
X-acto 301 
LABEL HOLDERS 

Hol-Dex 285 
eee Facing |6| 
LABELING MACHINES 

Cheshire 226 
LABELS 

Able-Stik 261 
LADDERS 

Cotterman 294 
LETTERHEAD ENGRAVING 
Dewberry 293 
LOOSE LEAF ACCESSORIES 
Presto 283 
MACHINE CARTS 

Wheelit 278 


MACHINE CONTROL PANELS 
Mac Panel 


Quikswitch 242 
MACHINE PADS 

Add-O-Mount 246 
MACHINE STANDS 

Consolett 195 
Tiffany 50 
MACHINES, REBUILT 
Internationa! 299 
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because it's three machines for the price of 
one. You switch from receivables to payroll 
to payables with a simple flick of o knob. And 
here is the surprising part—for all its versatility, 
the Monroe President actually costs hundreds of 
dollars less than comparable machines! Ask your 
Monroe Accounting Methods Expert to show you 

o 


this time-saving, money-saving machine today [—) 


/ / 


See the MAN from MONROE 


for CALCULATING 


DATA PROCESSING MACHINES 


M ‘ ting Machine mpany se, New y +) 
mi OF LITTON INDUSTRIES, INE xX) ADDING + ACCOUNTING 


Maaaatt 
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TRANSCRIBE 


SIMPLER 
TO CARRY 


MAGAZINE LOADING 


50% SIMPLER! 


Noreleo 35, 








With just five simple controls where comparable machines use as many as ten 
... With two-second magazine loading where others fumble with old-fashioned 
hand threading... with crystal-clear, easy-on-the ear voice reproduction where 
others require nerve-racking concentration... the new Norelco ‘35’ makes it at 
least 50% simpler, easier and pleasanter to give and take office dictation. En- 
gineered by Philips of the Netherlands, world’s largest electronics concern out- 
side the United States, the Norelco ‘35’ represents the sum total of modern 
scientific knowledge as applied to the simplifying, streamlining, ruggedizing and 
“foolproofing” of moderately priced dictating equipment. Prove to yourself that 


the Norelco ‘35’ makes all other dictating machines in its price class obsolete. 
Ask your dealer for a free demonstration at your office, without any further obli- 
gation on your part. 


Check these NORELCO ‘35’ features 
against any other dictating and transcribing machine at any price: 
Magazine Loading — True-Fidelity Sound — 
fumble-proof, jam-proof prevents fatigue in transcribing 


: : : Automatic Counter — 
ae extra accurate; pinpoints words 
Z Modern Decorator Styling — 
Easy Portability —only 8 Ibs. blends with any decor 


Only 5 Controls—for all functions: dictating, playback, fast-forward, fast- 
rewind, quick-review, quick-erase, and stop. 


Full Line of Accessories Available — headset, earpiece, typewriter control, foot 
control, telephone attachment, conference loudspeaker, log pads, micro- 
phone, carrying case, etc. 

NORTH AMERICAN PHILIPS CO., INC., Dictating Equipment Division 
230 Duffy Avenue, Hicksville, Long Island, N. Y. 
In Canada: Known as the ‘Philips’ dictating machine. 
Distributed by Philips Industries Ltd., 116 Vanderhoof Avenue, T 











PRODUCT PAGE PRODUCT PAGE PRODUCT PAGE 
MAIL SCALES PAYROLL RECORDER SYSTEMS SURVEYS 
Pitney-Bowes ...... ye rere 155 Systemation ....... 278 
MARGINAL PUNCHED CARDS PENCILS TAPES, MENDING 
SS a rere 290 Ticonderoga 2 Scotch Magic ... 30 
ET cc.cn ds Kothewia cess 24 
Stevenson & Smith ...... 256 PENCIL Sunnrenans TAPES, SELF-ADHESIVE 
ere ot ae 211 
MICROFILM SYSTEMS 
LY Sere ere 25 PENCIL SHARPENERS, RSSTNS TELEPHONE HOLDERS 
ROCOTOGRE 2. cccces. 151 Electro-Pointer .............. Phone Rest ..... 120 
Morrisharp 128 Rest-A-Phone 250 
MUSIC, SAgEeneunS 
Duane ....... 213 PHOTOCOPIERS TELEPHONE INDEX 
(See Copying Machines) ere re 250 
NUMBERING MACHINES 
ard ewes ant 238 PHOTO-SLIDE SORTER TELEPHONE NOISE eeatieat™ 
American ........ as SIO | gsc aaccecec sss 249 Hush-A-Phone ...... 
Columbia 277 
Krengel ... 251 PLASTIC LAMINATION TELETYPEWRITERS 
Numbermatic 300 Cleer-Adheer ; wanna 160 Teletype .... 215 
Powermark . 245 Plain-Vu oo 
TEMPORARY HELP 
OFFSET menentoventd POSTING EQUIPMENT Manpower 143 
Atlas 280 P.E.C. . ; 247 
Electro-Rex 192 TIME PAYMENT SYSTEM 
Kenro .... 42 PUBLICATIONS Instal-Velope 294 
Koralite 267 Peter Basten . 296 
Miller-Trojan 260 La Oficina .. 264 TIME STAMPS 
Mim-E-O 208 Office Reproduction pianeel . Zee BI ccs ccesss 238 
Rapid Printer 51 Dorson .. 256 
Stenafax . 222 PUNCHED CARD spumemnceint, Krengel 251 
T-51 Color Press .. BP I ise stk sueaeiaonss 228 Paymaster 155 
| =e | ROOFS ..00.5. 200 
RIBBON ATTACHMENT 
OFFSET SUPPLIES Dupli- Typer cee ° 251 TYING MACHINES 
Repli-master ...... 278 Bunn ...... 223 
Speedy-Mat av 281 RIBBON FABRICS Pak- Tyer eoeees 276 
Tri-Mol se 237 Bomont TEervErri rk 70 Saxmayer 236 
RIBBONS, INKED TYPE COMPOSING mee 
PAPER CUTTERS Curtis-Young 14 Justowriter . 
Triumph .......-..+. 26 Duralon ....... ue 52 Vari-Typer 21 
Markes Tabulating | * 210 
PAPER DRILLS Super Nylex .......... 212 TYPEWRITER JUSTIFIER 
Ar eae 256 Marginator ..... 234 
RUBBER BANDS 
PAPER FASTENERS - Plymouth .... 259 TYPEWRITER PARTS, TOOLS 
aper Welder ... 6 ankers ... 291 
“ “Se ae 283 RUBBER STAMP PRESS Futuristic Platens . 293 
Eva-Press .,..... PP  pisivsase>s 28! 
PAPER HANDLING COMPOUND 
SEPP cos cavccasnnaccsdos 252 RUBBER STAMPS TYPEWRITER TYPE CLEANER 
Krengel ° 251 Bud er 193 
PAPER SHREDDERS Clar-O-Type 291 
Shredmaster 166 SAFES 
Silver Super 255 Meilink 214 TYPEWRITERS, ELECTRIC 
Schwab 27) Documentor .... , 2 
PAPERS, DUPLICATING Triumph 135 
Ee ns cere scaceuns 117 SORTERS 
Graphicopy .. 35 ee = TYPEWRITERS, PORTABLE 
EE doies et hand cot even es 103 Sort.O-File 282 Cole : 56 
PAPERS, LETTERHEAD TYPEWRITERS, STANDARD 
Atlantic Bond j17 SOUND CONTROL Olympia .. . 157 
Hammermill Bond 35 Acoustinet 5 Royal Outer Back Cover 
Mackinac Bond . 103 Secretarial Inner Front Cover 
STAPLERS, ELECTRIC 
PAPERS, ONIONSKIN Staplex 205 VISUAL AIDS 
Fidelity ox 4 Arlington 38 
Clearcopy SAS Lees 6 STATIC ELIMINATOR Oravisual . 269 
Superior Manifold ASPET AE 6 Statikil 263 
XEROGRAPHIC seaeuteesied 
=— STUDY COURSES Kenro 
lo ere 159 Business Electronics 243 Xerox | 
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the High-Speed 





YES~—hard as it is to believe station for station, the new DUAL-STREAM 
Speed-Klect WILL OUT-PERFORM ANY SHEET COLLATOR IN THE WORLD* ; 


even cuts automatic gathering costs in half! 


With the fully automatic DUAL-STREAM Speed—Klect you can 
..»DUAL-STREAM the same job side by side 
...DUAL-STREAM two different jobs 
... DUAL-STREAM a single job 


*Dual-Stream feed—9” x 12” 
maximum stock size. 


No other collator can match 
the DUAL-STREAM Speed-Klect for versatility! 





°°Covered by U.S. Patent No. 2,568,224 
and other patents pending. 


MODEL 61-11 This six-station DUAL-STREAM Speed-Klect gathers 12 
DUAL-STREAM sheets up to 9”"%12”" in a single operation! Other 
SPEED-KLECT models in 3- to 8-stations. Customized models for 


COLLATOR** special gathering problems. 


For More Information Circle No. 255 


<a n lATATTTAT 





DUAL-STREAM COLLATING! 








pig > 


SHEET COLLATOR! | Eh Roa 
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2 THE 6-STATION, DUAL-STREAM SPEED- 
KLECT SHOWN MAKES UP TO 60,000 
PICKUPS PER HOUR! ° 


> TWO MICROMATIC DETECTORS AT EACH 
STATION INSURE UNEQUALLED ACCURACY! 


sk POSITIVE PICK-UP AND 
SHEET SEPARATION! 


2 GLUING AVAILABLE ON ALL 
SPEED-KLECT MODELS! 


o FAST, EASY LOADING! 
2 IDEAL FOR NUMBERED WORK! 
2 EASY TO OPERATE! 





Ujdda- Blasarnc 


Emporia, Kansas 


























2 SINGLE STREAM COLLATING UP TO Cae Se ne 
18” x 12” SHEETS! General Office 
and Factory, DEPT. TO-1 
AVAILABLE WITH 50 Hi-Way and W. 12th Avenue 
Emporia, Kansas 
@ CRISS-CROSS SET RECEIVER! 
e INTERLEAVING DELIVERY! Sales and Service Offices in New York, 
Chicago and Los Angeles. 
@ STITCHER! 
AVAILABLE FOR EXPORT — 
°Dual-Stream feed — 9” x 12” Write — Didde-Glaser, Inc., 
maximum stock size “Export Division,” Emporia, Kansas 
Beene ee eee ee ee Ee ee Ge ae Ge ae Ge ae Gs an 
CLIP for information on this and other Speed-Klect models — 10-1 
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The Advance of Automatic Systems 


HE ADVANTAGES OF 
ELECTRONIC and data proc- 
essing equipment are being ex- 
tended to office operations at 
an increasing About 
24% of medium to large com- 
pany and government offices now have 
processing equipment. Another 
11% are giving the problem serious 
study. Further, 4% actually plan to 
install such equipment during 1959. 

This is the consensus of a survey 
among 5,000 representative readers of 
THE OFFICE on office automation and 
data processing. Many give keen analy- 
ses of the role office automation will 
play in their industry and individual 
company operations. 

Electronic and related data process- 
ing equipment has not appreciably de- 
creased the clerical shortage, but 24% 
of the companies with data processing 
installations in operation report it has 
reduced the number of additional em- 
A definite increase in 
office personnel requirements is_ re- 
ported by 6% while 48% say that they 
have maintained their office staffs at the 


same level. 22% have managed to re- 


rate. 


data 


ployees needed. 
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duce their office personnel. 

As a result of business growth with 
additional reports and data required for 
management, office costs will continue 
to rise. Of all companies reporting, 
86% maintain their 
purchases of conventional office equip- 
ment. Some 6% have made definite 
reductions in conventional machine re- 
quirements while 8% feel they may not 
be purchasing as much as in recent 
Greater emphasis is placed on 
machines which can later function as 
part of an automated system. 

There is a note of moderation in the 
thinking of companies planning to in- 
stall data processing 
equipment in the near future. Only 
21% expect their future installations 
will reduce employee requirements. 
Also, 29% expect to offset much of the 
need for increased personnel. The other 
50% anticipate more efficient opera- 
tions and greater work output with the 
same number of employees. 

Many executives point out that, even 
with computer equipment, nearly three- 
fourths of all clerical work must still be 
manually or with conventional 


will increase or 


years. 


electronic or 


done 
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equipment. They accent major areas 
where savings can best be effected: bet- 
ter procedures, business forms and sys- 
tems, mechanization of manual opera- 
tions, more intelligent space planning, 
more efficient use of conventional 
equipment. An amazing number report 
that automation is not for them at all. 
They prefer to continue to use conven- 
tional equipment, especially when they 
can program regular replacement of 
older machines with newer models as 
released. If automation has done little 
if anything to reduce the number of 
office workers, its positive effect is the 
need it has created for more highly 
skilled personnel. 

Where data processing has been in- 
stalled, it is recognized that automation 
is raising the level of office employees, 
both in skill and remuneration. Banks 
are particularly eager to mechanize their 
tedious, repetitive clerical work. De- 
partment stores have high hopes that 
automation will improve their profits 
and service. Insurance companies espe- 
cially are in the forefront of acceptance 
of this advanced mechanization. 

In summary, the use of electronic 
equipment in offices is increasing at an 


impressive rate, but as yet it has not 
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had any noticeable effect on the clerical 
shortage. This shortage should 
tinue, and perhaps become slightly 
more acute in 1959, especially where 
well qualified personnel is required. 
The demand for all conventional office 
equipment will continue to grow with 
its adaptability to office automation 
playing a more important part in user 
selection. There is no doubt manage- 
ment has found it more difficult than 
they had expected to adjust their meth- 
ods to computers. Apart from the rela- 
tively simple payroll application, basic 
changes in systems are usually neces- 
sary. 

THE OFFICE thank those 
many readers who have cooperated in 


con- 


wishes to 


Since 
names were machine selected in order 
to develop a truly representative sam- 
pling, no reader should feel that he was 
deliberately overlooked. The comments 
and opinions of readers of THE OFFICI 
represent the best cross-section of 
thinking on office topics available. On 
the following pages is published a rep- 
resentative of opinions and 
comment which may parallel some of 
your own office problems and help you 
evaluate them. 


making this survey a_ success. 


sele ction 





Reviewing Manual Systems 


We have prepared an IDP report in- 
volving the use of tape actuated equip- 
ment in connection with our tabulating 
department. In the event this report is 
accepted and put into practice, it would 
mean a rather large expansion of our pres- 
ent tabulating equipment. Some expansion 
is taking place anyway. We are progres- 
sing with the thought that our manual sys- 
tems should be completely reviewed be- 
fore attempting to automate them. This 
we plan to do early this year—EINAR 
B. OYAAS, Vice President, Curtis Com- 
panies, Inc., Clinton, Iowa. 


More ADP Equipment 


We began using data processing equip- 
ment last year. We believe it will defi- 
nitely affect the future purchases of con- 
ventional equipment because we do not 
believe we will have any use for additional 
conventional equipment and will be dis- 
posing of that which we have been using 
in the past. We do not expect any de- 
crease in the number of people in our 
office because of this equipment due pri- 
marily to the fact that we expect to get 
more information and perform functions 
that we have not been performing in the 
past. We also anticipate increasing the 
amount of data processing equipment in 
use by our office during 1959. — D. L. 
JAMES, Assistant Treasurer, Price Broth- 
ers Co., Dayton, Ohio. 


Regular Needs Continue 


We are very much along in our pro- 
gram of introducing data processing equip- 
ment. We do not plan any major changes 
this year nor do we plan any major addi- 
tions to our current equipment. Looking 
back at our installation, I feel I can truth- 
fully say that it has not caused us to ma- 
terially decrease our work force. The in- 
stallation was justified on the basis of giv- 
ing us closer control, more current reports 
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and better overall analysis of our existing 
operation. Therefore, we were not overly 
concerned with the immediate effect on 
reduction of office personnel. Further- 
more, I do not feel that the introduction 
of data processing equipment has mate- 
rially affected our needs for purchase of 
conventional equipment. Our needs for 
conventional office equipment should re- 
main relatively stable in 1959.—J. KAN- 
TER, General Accounting Supervisor, 
Kroger Co., Cincinnati 


Automating Office Work 


We have automated many parts of our 
office operations over a period of two 
years with IBM 705’s and 650’s. It is our 
opinion that this automation will affect 
future purchases of conventional equip- 
ment in that fewer machines should be 
required. However, the need for special 
equipment to implement automation will 
channel our purchases in the direction of 
automatic data processing equipment. A 
decrease in the number of clerical and 
office employees has resulted from auto- 
mation, and further savings will result as 
volume increases without the proportion- 
ate increase in personnel.—M. A. MCc- 
NULTY, Controller, Standard Oil Co. 
(Indiana), Chicago. 


Will Rent Computer 


Our office operations, particularly engi- 


neering computations, have to a _ large 
degree been performed on electronic com- 
puting equipment. To date, the equipment 
has been secured on a rental basis. We 
have now under study the rental of our 
own equipment on a full-time basis. As to 
its effect on conventional equipment, I 
think it will definitely decrease the need 
for some types of conventional equip- 
ment, such as calculators, adding ma- 
chines, and tabulators. At this time I am 
unable to estimate the degree of the effect 
on conventional office equipment or em- 
ployees. But, to justify electronic com- 
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puting equipment, it has to offset its cost 
in conventional equipment and employees. 
Under consideration at the present time is 
the 650 Computer versus Datatron.—P. L. 
EDWARDS, Assistant Chief, Administra- 


tive Services Div., Bureau of Reclamation, ' 


U. S. Dept. of the Interior, Denver. 


Punched Tape Unit 


During 1959 we plan to replace the 
present savings account window machines 
with machines that are basically wired for 
a punched tape unit. This change will not 
decrease the number of our office em- 
ployees. In addition to the above we in- 
tend to purchase some extra conventional 
office equipment—EDWARD J. SCIN- 
SKI, Controller, Dry Dock Savings Bank, 
New York. 


No Automation 


We have not automated our office oper- 
ations nor do we intend to do so in the 
future. —H. W. STODDART, Dun & 
Bradstreet, Inc., New York. 


Replace Obsolete Equipment 


We are currently making a feasibility 
study of electronic data equipment. If the 
results are favorable, we will replace our 
present equipment when electronic equip- 
ment is available. We plan to purchase 
conventional office equipment to replace 
obsolete equipment and provide equipment 
for normal increase in personnel. —E. J. 
COLOSIMO, Director of Business Man- 
agement, Bulldog Electric Products Co., 
Detroit. 


Point-of-Activity Recorders 


We have a large-scale data processing 
installation, primarily on punched cards: 
However, we are surveying the more 
powerful tools being made available. 
Naturally, an installation of an electronic 
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business system would affect our pur- 
chases of certain types of conventional 
equipment. However, it will broaden our 
acquisition of equipment just being brought 
on the market, such as point-of-activity 
recording hardware. My own personal 
opinion is that there will be no large-scale 
decrease in the present number of our 
office employees, however, it should as- 
sist us in decreasing the future require- 
ments for office workers. — LESTER E. 
HILL, Chief of Tabulating, Ryan Aero- 
nautical Co., San Diego. 


Magnetic Ink Numbering 


Last May we started using National 
Cash Register Postronic bookkeeping ma- 
chines. We purchased three of these semi- 
automatic machines to replace seven ma- 
chines of the conventional type, all ma- 
chines using the single posting method. 
We feel that this is a start toward com- 
plete automation, probably using National 
Cash Register machines since they can be 
adapted to our operation using the present 
bookkeeping machines. There are ma- 
chines now on the market which will per- 
mit banks to place the account number 
and amount on checks in magnetic ink. 
These checks can then be sorted in an 
electronic sorter which would eliminate 
practically all of the present employees 
doing sorting work. Although we have not 
yet explored all of the possibilities, we 
believe that the above sorter could be used 
in sorting note department coupons and 
other types of items which are now being 
sorted by hand.—GLENN E. CHAPIN, 
Vice President & Cashier, Howard Na- 
tional Bank & Trust Co., Burlington, Vt. 


Still Need Typewriters, Etc. 


We are currently in the planning stage 


for the installation of an IBM service 
bureau to service Yellowstone National 
Park. While there is nothing unique about 
a corporation installing an IBM service 
bureau, it is somewhat unique as far as 
we are concerned inasmuch as the bureau 
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will be located in Yellowstone Park dur- 
ing the summer months (our operational 
season), and will be moved to our Helena, 
Mont., accounting offices during the winter 
months. It is too early for us to know 
what effect this will have on the personnel 
in our general accounting office. During 
the summer months, our general account- 
ing office staff consists of 18 people. We 
know that once the machines begin to 
function at near operational capacity, a 
tremendous workload will be removed 
from the clerical staff of our general ac- 
counting office. Each year, however, we 
find ourselves offering more and more 
services to the traveling public which has 
required additional personnel. The instal- 
lation of the IBM equipment may not 
decrease the number of people that we 
have in our office, but I feel confident 
that it will prevent our having to add 
additional personnel. 

At this point we do not believe that the 
IBM equipment will have any startling 
effect on the conventional office equipment 
that we use. Most of our conventional 
office equipment consists of adding ma- 
chines, calculators and typewriters. Since 
these pieces of equipment will still be nec- 
essary to prepare the information before 
the IBM converts the information to 
punch cards, I do not see where our IBM 
installation will materially change our 
needs for conventional office equipment. 

FRED T. BURKE, Vice President & 
Controller, Yellowstone Park Co., Helena, 
Mont. 


Automating Operations 


We are very definitely in the process of 
automating our office operations with elec- 
tronic data processing equipment. A year 
ago we placed an order for the second 
production model of National Cash Reg- 


ister’s 304 Computer. It will be delivered 
this year and, of course, it will mean giv- 
ing up our IBM punched card equipment 
which we have had and used successfully 
for many years. The first application of 
the computer will be in the area which in- 
volves customer orders, shipments, billing, 
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accounts receivable, inventory and mar- 
keting statistics. After that we will move 
on to production control, cost accounting, 
general accounting, etc. The computer 
will be made more effective via a network 
of leased wires to each of our 22 field 
warehouses and offices. We have already 
installed leased lines to four of these 22 
and we will use the incoming data with 
our conventional punched card equipment. 
We will hook up with the remaining loca- 
tions starting in April. 

Naturally, a fully integrated data proc- 
essing system will mean somewhat of a 
decrease in the number of office employees 
—more of a decrease in our field locations 
than in Racine. Generally speaking, this 
company will not lay anyone off if there 
is a decrease in requirements except 
through normal turnover. The growth of 
the. company may require more people 
and the impact of data processing may 
merely offset this—H. C. MASON, Con- 
troller, S. C. Johnson & Son, Racine, Wis. 


Taxes Bring Paperwork 


We have always utilized IBM _ equip- 
ment in the controller's office to do the 
major portion of our income tax and sales 
tax work. This equipment has improved 
over the years and, as changes have been 
made, greater efficiency has resulted. I 
cannot say that the number of employees 
decreased because that would be impossi- 
ble in view of the changes which have 
taken place in our various laws. For 
instance, last year a pay-as-you-go plan 
was adopted in our income tax law and, 
with weekly deductions being made against 
all of the payrolls in the State, additional 
labor was needed in the controller’s office. 
These machines have absorbed most of the 
shock and have made it possible for us to 
take on a large additional workload with- 
out too great an increase in personnel. 

At the last session of the Legislature, a 
tobacco tax law was adopted and its ad- 
ministration was placed in the sales tax 
unit. Again, we have been able to do a 
lot of good work in connection with this 
tax without increasing the rental cost of 
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our equipment. The additional personnel 
employed in connection with the adminis- 
tration of this last law is being used out- 
side of the office. Stated another way, 
our mechanical equipment has been a 
large factor in making it possible for us 
to absorb the additional office load in con- 
nection with the tobacco tax.—J. MIL- 
LARD TAWES, Controller, State of 
Maryland, Baltimore. 


Surveying Requirements 


We do not have electronic or related 
data processing equipment. We are mak- 
ing a survey of our requirements to de- 
termine whether any data processing 
equipment will be adaptable to the opera- 
tions of this office. We do plan to pur- 
chase several pieces of conventional office 
equipment in 1959. — K. W. EBERT, 
Plant Controller, Container 
America, Fort Worth, Texas. 


Normal Buying Continues 


During the past year we have installed 
tabulating equipment. However, we do 
not expect this installation to curtail our 
normal purchases of other office equip- 
ment, nor do we expect it to reduce our 
clerical help in the near foreseeable fu- 
ture—D. D. BARBOR, Treasurer, York- 
Shipley, Inc., York, Pa. 


Studying Machine Expansion 


We are, at present, studying the possi- 
bilities of adopting additional equipment 
in our punched card installation. We are 
making a study of the feasibility of apply- 
ing further mechanization to routines now 
on a manual basis in certain areas, par- 
ticularly accounting. We have made studies 
of mechanization of one area of our policy 
issue operation but have found it, at the 
present time, impractical. Other areas of 
our policy issue operations have been 
mechanized for some time. At present, 
we see no direct effect of these endeavors 
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upon reduction of our office employee 
force or our need for additional employees 
to take care of replacement and/or growth. 
The greatest need for manpower, we be- 
lieve, is in the area of capable under- 
studies. 

This year, we do not foresee any ab- 
normal additions to our conventional office 
equipment. If our studies with regard to 
data processing equipment show the need 
for addition of computer equipment and 
the like, we most assuredly will act in 
accordance with the dictates of efficiency. 
—ADOLPH D. COHN, Vice President & 
Secretary, Sun Life Insurance Co. of 
America, Baltimore. 


Two Million Accounts 


We do have electronic data processing 
equipment in operation in Ccemmonwealth 
Edison Co. We have recently completed 
the conversion of our nearly two million 
accounts to the computer system. We are 
using an IBM 705, Model II machine 
with related electronic equipment. There 
is no doubt that this equipment has and 
will affect purchases of conventional office 
equipment such as desks, chairs, cabinets, 
adding machines, etc. The reduction of 
over 200 employees, which we have 
already experienced in our revenue ac- 
counting operation, has proven this fact. 
We are in the process of programming 
other accounting operations which will be 
converted to the computer system in the 
near future. When these projects are com- 
pleted, there will be further reductions in 
personnel and in the need for conven- 
tional office equipment—PAUL BOYER, 
Manager of Accounting, Commonwealth 
Edison Co., Chicago. 


Increasing All Equipment 


We are attempting to get as many of 


our clerical operations as possible con- 
verted to electronic or related data proc- 
essing. We think that this very definitely 
will affect future purchases 
tional equipment and _ will 


of conven- 
undoubtedly 
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bring about a decrease in the number of 
clerical employees. We expect to increase 
the installation of data processing equip- 
ment this year. We may also increase the 
purchases of conventional office equip- 
ment because during 1958 we deferred 
purchases. The general trend, however, 
will be toward decreasing the purchases 
of conventional office equipment.—H. N. 
MAGRUDER, Commercial Supervisor, 
Southwestern Bell Telephone Co., Okla- 
homa City. 


ADP Can’t Do Everything 


We have installed a computer center 
in our research laboratories for the proc- 
essing of engineering data and solving 
engineering problems. Our accounting and 
job control departments have a complete 
punched card operation. I do not believe 
that this will affect our future purchases 
of conventional equipment, or affect the 
number of our office workers, as there 
are many items that cannot be handled 
with automatic equipment. TERRY 
ZAHN, Servomechanisms, Inc., Haw- 
thorne, Calif. 


The Effects of a Computer 


We have been operating an IBM Model 
704 electronic computer since last July. 
We operate the machine on both routine 
clerical data processing programs and in 


applications aiming at the solution of 
scientific and engineering problems. Its 
use will naturally have some effect upon 
the number of desk calculators or me- 
chanical bookkeeping equipment purchased 
in the future. Two of the areas we hope 
eventually to have completely automated 
are payroll and stores, with the possibility 
of a 30% reduction in personnel in each 
of these operations. We visualize the use 
of the computer, however, as a means of 
handling quickly the monotonous, repeti- 
tive types of detailed paperwork, thereby 
freeing employees for more creative work. 
Our policy is aimed at transferring em- 
ployees, whose present jobs are affected 


20 


or eliminated by the machine, to other 
positions in the organization. In that re- 
spect the machine eases the shortage of 
office workers for us. On the other hand, 
it must be remembered that an electronic 
computer, like any other piece of office 
equipment, creates records that must be 
taken care of, and the general trend in 
all offices is toward more and more rec- 
ords. It can be said, therefore, that though 
a computer may eliminate some positions, 
it creates others. An analogous situation 
in which speed was a primary factor was 
the elimination of the industry for manu- 
facturing horse-drawn carriages when the 
automobile industry came into its own. 
Certainly, jobs were eliminated when the 
carriage industry vanished; but the indus- 
try that displaced it created many more 
jobs than it liquidated. The office of the 
future is going to be strongly stimulated 
by electronic equipment. Through elec- 
tronic equipment the office’s information 
channels will be improved, time delays in 
office operations will be eliminated or 
shortened, research and engineering de- 
terminations will be speeded, all of which 
will automatically facilitate administrative 
decisions and strengthen the office’s or- 
ganizational structure. —- CARL ANGLE, 
Chief, Office Methods Staff, Tennessee 
Valley Authority, Chattanooga. 


More Skilled Employees 


Several of our office operations such as 
accounts payable, purchasing control, in- 
ventory control, production and sales rec- 
ords, and the like, have been incorporated 
into our tabulating section. Several other 
applications are under study. This will 
definitely affect our purchase of conven- 
tional equipment now and in our long- 
range planning. However, I do not feel 
that it will bring any decrease in the num- 
ber of our office employees, but instead 
will require more office employees with 
higher skills. I believe that it is the pur- 
pose of these machines to provide man- 
agement with the facts and figures to make 
reliable decisions, and it will always be 
necessary for us to have the type of em- 
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Hughes Aircraft Company Travelers 


Use The Traveletter’ System 


Mr. Edgar King, BSEE, shown above, Field Engineer for Hughes 
Aircraft Company, is one of 300 technical consultants to the U. S. Air 
Force organizations. These Hughes Engineers travel all over the world 
in the performance of their duties. 

To expedite their world wide travels and to maintain a constant 
and close liason between them and our Air Services, Hughes Aircraft 
travelers carry a Traveletter® Authorization. Their Traveletter Au- 
thorization makes it easy for Hughes travelers to cash their 
Travelorder® drafts anywhere they go. 

The Traveletter System reduces cash advances, saves accounting 
time, prevents lost time, and builds the morale of travelers. 

Used by companies employing from 1 to 1000 travelers, including 
United Aircraft Corporation, American Cyanamid Co., Western Elec- 
tric Co., Alexander Smith Inc., Kendall Mills, A. B. Dick Company 
and many others 


hie Biatiene i tage Traveletter 


The modern system for handling 
Traveletter—Reg. U.S. Pat. Off. travel expenses ... Since 1894 
Travelorder—Reg. U. § Pat Off 


TRAVELETTER CORPORATION e GREENWICH 3, CONNECTICUT 


For More Information Circle No. 185 
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ployees in offices who can properly evalu- 
ate the information fed to them through 
the tabulating equipment. 

We are, at the present time, considering 
the purchase or lease of some of the 
more sophisticated data processing equip- 
ment on an intermediate level, in order 
to concentrate on production and inven- 
tory control. It is possible that we will 
add to our present equipment to absorb 
the small amount of payroll distribution 
that is not now handled through the tabu- 
lating department. — JOSEPH F. MUL- 
CAHY, JR., Office Manager, Chapman 
Valve Mfg. Co., Indian Orchard, Mass. 


Machine Replacement Plan 


At the present time we have three 
Cardatype machines in addition to an 
IBM department. We will not go into a 
large computer for several years. We 
expect no decrease in office personnel. In 
the future we plan on buying only ten-key 
adding machines. Purchases should run 
from three to four each year. At the pres- 
ent time we are replacing nonelectrical 
typewriters with electric ones and will buy 
few, if any, manual typewriters in the 
future. We will buy automatic calculators 
at the rate of about two or three per year 
over the next ten years to replace the 
nonautomatic machines we now own. — 
HOWARD YEAGER, General Account- 
ing Supervisor, Nekoosa-Edwards Paper 
Co., Port Edwards, Wis 


Electronics in Bank 


At the present time we do not have 
any electronic or data processing equip- 
ment. However, a thorough study is being 
made of the different types of electronic 
equipment. We anticipate that we may 
purchase electronic equipment this year 
for posting checks and deposits to our 
commercial checking accounts. Future 
plans call for this equipment to be used 
in our proof transit department. However, 
this will not come about for quite a num- 
ber of years. Since we are enjoying a 
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great increase in business, conventional 
equipment may be purchased to meet the 
needs of our operation, before our ulti- 
mate plan is put into operation—L. G. 
THROOP, Security Trust & Savings Bank, 
Billings, Mont. 


Benefits From EDP 


We have utilized electronic data proc- 
essing equipment for some time, in that 
we completed installation of the Univac I 
in 1955. We have been processing all of 
our premium billing, premium accounting, 
and agency commission accounting since 
April, 1956, and today we are operating 
seven days a week and 24 hours per day. 
One of our main objectives in installing 
an electronic computer was to enable us 
to absorb our rapid growth with the same 
number of employees we had at time of 
installation. In addition, one of the most 
important benefits of electronic data proc- 
essing is that it enables us to perform 
many operations which we were hereto- 
fore unable to accomplish either on man- 
ual records or punched card equipment. 
We have materially decreased the usage 
of punched card equipment and, in the 
future, will undoubtedly be able to save 
a considerable amount in the purchase of 
electric calculators, adding machines, desks, 
filing equipment, etc.— A. C. VANSE- 
LOW, Vice President & Controller, Frank- 
lin Life Insurance Co., Springfield, Ill. 


Bookkeeping Machines 


We have not automated any of our 
office operations in the usual sense of the 
word. We simply do not have the volume 
of work to justify the expense of punched 
card equipment. About four years ago we 
purchased an NCR 3100 payroll machine 
which we use for many other purposes. 
This has cut down on the volume of office 
work formerly performed. We also in- 
stalled a Burroughs Sensimatic machine 
which we use for customer invoicing and 
stock data. This is also proving extremely 
satisfactory as it gives us a daily balance 
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Imagine 
a portable, 


electric collator 


for only $149.50" 


the NEW Thomas “Desk-Top” Collator 


Now for the first time a com- 
pletely electric collator that is 
priced within the reach of 
every office... actually half 
the price of anything on the 
market. Yet, this new Thomas 
has the capacity to handle 
82 x 11 sheets of most tissue, 
onionskin, one-time carbon, 
bond, mimeo and even %” 
cardboard. It’s portable, light 
weight and extremely simple 
to operate. A flip of the switch 
and the tiresome time-consuming 
task of gathering pages into 
sets becomes an efficient, effort- 
less job... that’s almost fun! 


Mail coupon... or ask your 
own stationer or office equip- 
ment dealer to make arrange- 
ments for a free demonstration. 





We THOMAS COLLATORS INC. 


ais. 


Thomos Collators Inc. 
Dept B, 50 Church Street, New York, N.Y 


[_] Sounds good . .. send literature ! 


[_] I'd also like a free demonstration 


WAME 
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Today, many companies find that office disruption 


is the real price they’re paying 
for expensive, complicated 
systems 


OFFICE auto 
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Yet there is a low-cost method adaptable to most companies’ present operations 


To many businessmen, the word “automation” 
is new enough to appear almost magical. To 
those laboring under inadequate office rou- 
tines, it promises an immediate and painless 
end to bottlenecks, a standardization of pro- 
cedures, faster processing of management’s 
vital facts and figures. 


Yet, to others—already involved in an auto- 
mated office—it’s a different story. They’ll tell 
you that there are drawbacks, too. Hidden 
drawbacks that put a lot in the way of getting 
the results they want. Mostly, it’s complicated 
machinery and all that goes with it. Great 
expense, of course; specialized personnel; 
training and indoetrination. And, finally, an 
often considerable alteration in proven busi- 
ness methods that forces a company into an 
operational straitjacket. 


Faced with this reality, more and more busi- 
nessmen are searching for a way to institute 
the office automation they need—without un- 
due cost, complexity or confusion. 


That way is with the machines and methods 


that make up the Automatic Keysort System. 
For today, Keysort is cutting automation 
down to size with a highly-flexible system that 
fits easily into your present operations. 


With Automatic Keysort, original records 
can be mechanically created with either the 
Keysort Data Punch or Duplicating Punch— 
simply and accurately, at their point of origin. 
Complete processing of these same records is 
provided by the Keysort Tabulating Punch 
which automatically punches, adds and totals 
quantities and amounts. 


Automatic Keysort today offers you the sim- 
plest means of instituting the practical office 
automation you need for complete modern 
management control. With little or no change 
in your existing methods. Without the need 
for specialized personnel. And at remarkably 
low cost. 


Call your nearby Royal McBee Data Proc- 
essing Representative, or write Royal McBee 
Corporation, Data Processing Division, Port 
Chester, N. Y. for illustrated brochure S-565. 


ROYAL M°BEE :- data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 190 
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on many of the things we need to know. 
—H. J. COYNE, Office Manager, Bemis 
Bro. Bag Co., Bemis, Tenn. 


Constantly Changing 


We are constantly changing from man- 
ual to mechanical and from mechanical to 
electronic. Those operations will produce 
better service, develop savings in method 
of handling work or provide informa- 
tion timely enough to be significant. The 
use of electronic 
equipment will af- 
fect our purchases 


competitive services, will more than in- 
crease the load carried by electronics, 
thereby requiring at least the same if not 
more office personnel. The office worker 
of the future will have to have greater 
skills, be better educated, have greater 
technical knowledge, and be able to ad- 
just to the changing times. Automated, 
integrated and electronic data processing 
will help reduce the increasing number of 
clerical workers needed to maintain busi- 
ness operations. We will still need more 





of conventional 
equipment. How- 
ever, there is a big 
field that is be- 
coming more im- 
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methods in which 
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Engineering 








a concern can ini- 
tiate its transac- 
tions so that it 
does not need to 
duplicate punching 
or other manual 
or mechanical op- 
erations to derive 
input for electron- 
ic equipment. 

We believe that 
electronics will not 
bring a _ decrease 
in office workers 
because of the 
complex of gov- | 
ernment require- 
ments and reports, | 
as well as increased | 
use of business 
operation controls 
which in the past 
have been too ex- 
pensive to main- 
tain to the degree 
needed in present- 
day business. The 
above reasons, plus 





DIVISION 





Filmsort 


Aperture Cards 


Many are the reasons why companies use Filmsort aper- 
ture cards for engineering drawings. 


One company saves enough on its fire insurance 
premium to pay for the system; another gets its savings 
from vault space. A third says it is the only way to 
have real security. 

Maybe the fourth has the best reason of all—it finds 
its engineers have more time to engineer. You will agree 
these are four good reasons for reading our booklet, 
“The Filmsort Aperture Card for Your Engineering Draw- 
ings and Allied Records”. 


The Filmsort Company 


Pearl River, New York 


Budget with 


OF MIEHLE-GOSS-DEXTER, INC. 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“Tizefoo pmol 


the precision Paper Cutter 


SIZES: 
14” and 18” 


(20%" guett 






FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 


MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N.Y. 
® Dealer: Write For Profitable Sales Plan. 


For More Information Circle No. 349 








ARFA Changeable Desk Signs 


Beautifully engraved. 
Choice of 4 colors in 
Bakelite and Tenite 
to match your ofiice 
decor. 


Available with pen 
holder and pen 
(optional). 


Write for brochure listing 
sizes, colors and prices. 


“tom $2.95 
Concord Stamp Co., 79 Warren St., N.Y. 7 
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clerical people to service the increasing 
population of this country.—D. W. BON- 
HAM, Systems Analyst, University of Illi- 
nois, Urbana. 


95% Mechanical & Manual 


Basically, my clients still find that most 
automatic data processing equipment is 
too expensive. I find a neglect of the 
manual areas because we are concentrating 
too much on automation. I have seen a 
$3000 automatic revolving file in opera- 
tion without the cards being properly in- 
dexed. I have noticed the watercooler be- 
ing placed almost half a city block from 
where employees are working, and the 
pencil sharpener not much more con- 
venient. The work stations are a _ neg- 
lected area, and the procedures in general 
often have not been improved. 

My thinking is that a great deal of gen- 
eral office equipment is needed for 1959 
and, while we are not neglecting the ap- 
plication of automation and _ electronic 
equipment, it is still a fact that 95% of 
our clerical functions are performed with 
mechanical and manual operations. There- 
fore, my guess is that the office equip- 
ment field should have a very good year 
in spite of the impact of electronics on the 
larger areas of clerical functions.—RICH- 
ARD NEUMAIER, Systems Analyst & 
Consultant, Philadelphia. 


EDP Equipment Too Costly 


The Spokane Dry Goods Co. is not 
currently using any type of electronic 
processing equipment. We do not plan 
to purchase any data processing equip- 
ment this year. A department store of our 
size, even though it is by far much larger 
than any other store in the city, is not in 
a position to buy and fully utilize data 
processing equipment which, at this stage 
of the game, comes at a very high price. 
Sooner or later, probably in three to five 
years, we will possibly be in the market 
for point-of-sale cash registers, etc. In 
view of this, we have held off buying any 
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a 
totally new 
rete) s(ei-Je}' 
Tal 
OF-Tdelolal 

Paper — 


orld famous Geha Werke, Hannover, West Germany 
brings you a carbon paper so improved 
...it is in a class by itself. 





Now available in the United States, 
this carbon paper is so versatile that 
it gives superior performance equally 
on manual or electric typewriters. 
Its unique plastic intercoating gives 
longer life — more copies — sharper 
reproduction — never dries out. The 
secret is in Geha research. GEHA 
DUPLEX is made from the toughest, 


100% rag tissue, “Double Inked” by 
special processes. The result: a 
surface diamond-hard and _ mirror- 
smooth. No more messy hands. One 
weight, one finish. suitable for most 
exacting copy jobs. Its demonstra- 
tion qualities are endless. For free 
sample attach coupon below to your 
letterhead. 












Circle No. 176 
. Robert F. de Castro 
Exclusive Agents in the U.S.A. 
233 Chartres Street, New Orleans 16, La. 
[] Please send free sample of GEHA DUPLEX 
[] Send me information on available dealerships 


NAME 
FIRM 
ADDRESS 
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ADDRESS 


CITY ZONE STATE 


anything on paper 


with the new A.B. Dick photocopy duplicator 


*““On-the-spot”’ copies of anything printed, duplicated, 
typed, written, drawn or, photographed . . . on 
opaque, two-sided or transparent paper, white or 
colored . . . heavy cardboard, pages bound in books or 
magazines. You can make them in seconds, for pennies, 
with the new A. B. Dick photocopy duplicator. 





Every photocopy is an exact duplicate of the original 
—black on white for easy reading. Completely perm- 
anent, too, with all the handling and filing advantages 
of regular 24-pound paper. For further information— 
or a demonstration—call your distributor of A. B. Dick 
products. He’s listed under Duplicating Machines in 
the classified section of your phone book. Or simply 
mail the coupon. 


AB DICK’ 


DUPLICATING PRODUCTS 





eeeeeee eee eee eeee ee eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 


A.B. DICK Company Dept. 0-19 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send me more information about the new photocopy 
duplicator that makes “‘quick copies of anything on paper.”’ 


Name__ 
Position 
Company 
Address 


City _Zone State 
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SCOTCH 810 Magic Mending Tape 


BRAND 


for permanent paper mending 


holds and repairs invisibly! 


MENDS LIKE MAGIC! That’s new “‘Scotcii” 
810 Magic Mending Tape—actually dis- 
appears on contact with paper, does a per- 
manent repair job, too. “ScoTcu”’ Brand 
never curls, discolors or bleeds adhesives 
...Stays crystal-clear and pliable indefinitely. 
And you can write on it with pen, pencil 


or typewriter! Try a few rolls soon. 


For More Information Circle No, 427 
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of the types of contemporary registers, 
knowing full well that sooner or later they 
would become antiquated. It is my opin- 
ion that there has been a great overplay 
of the place of data processing equipment 
for the small or medium sized department 
store in the past few years. I know it is 
coming, but the price is too high at the 
present time, commensurate with savings 
of personnel and needs. —NORVAL F. 
PRUGH, Controller, Spokane Dry Goods 
Co., Wash. 7 


Mountain of Small Items 


We now use five NCR 3100 accounting 
machines. We will probably go to a 
tape converter and use a service bureau 
with Datamatic for detail, continuing to 
use our 3100's for general ledger and 
payroll. We have no receivables, but a 
mountain of small payable items. We can 
expand our operations to the point where 
we would have to add more people but, 


with the tape, we won’t have to hire any- 
one. Our company has 42 restaurants, 
each with its separate complete set of 
books.—H. L. SCHNEIDER, Controller, 
Frisch Restaurants, Dayton, Ohio. 


Better Conventional Machines 


As yet we have not gone to electronic 
units nor have we installed data processing 
equipment. We are a small store, rela- 
tively speaking, and the manufacturers 
have not marketed units in a price range 
and size suitable to an operation of our 
type. We are not planning the purchase 
of electronic equipment but we are watch- 
ing developments. Any conventional ma- 
chines we purchase will be bought only 
if the manufacturer proves they can be 
converted without too much cost and loss 
of time. Great strides have been made in 
conventional machines, whereby they can 
perform two and three operations simul- 
taneously and almost automatically, thus 


less than 5¢ cach... and cach tu secoude 


with THE NEW ANKEN 


e@ Countless Copies from a 
single photocopying negative 

@ No waiting 
FOR THE OFFICE — 


Your present photocopying machine 
can be adapted for The Plenacopy 
Process, with simply a second 
rocessing solution tray —or this 
9ensive Plenamatic Processor 
the Plenacopy Monobath solution. 
Single-sheet Processing — no waiting 
+e.eno peel-apart,. 


_dfow to use the Plenacopy Process, in 100- 
“plus ways to save time and money....in 
the office, blueprint department, record 
room, art department and office forms 
duplicating. 


PLENACOPY PROCESS 


e Full Fidelity* for any 
copying equipment 
e No peel-apart 


RECORD ROOM — ENGINEERING DEPARTMENT 


*Pull Fidelity — The Plenacopy Process 
now makes it possible to obtain crisp, 
clearcopies —and as many as you 
want—using a transfer negative, 
(usually discarded) made in any of 
the standard copiers. 


Anken Film Company, Inc. 


1] Hix Avenvue © 


Newton, N. J. 
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only 
25¢ 
PEN each 
or desk 
mechanism 
barre! colors 
7 — 25¢ each 
#82 — 3 for 29¢ 
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eliminating considerable. duplicating of 
posting and sorting. 

I do believe, however, that the day is 
fast approaching when small merchants 
will have to consolidate numerous detail 
functions and do this work jointly through 
data processing machines. Each commu- 
nity will have to set up central offices, for 
this purpose, which could just as well be 
credit bureaus where they now exist. — 
E. C. WEISKERGER, Controller, Roths- 
child Bros., Ithaca, N. Y. 


Fewer Workers in Future 


We have recently been on an office 
work mechanization program using stand- 
ard IBM equipment and computers. We 
are currently using an IBM 650 computer 
and intend to enlarge this installation 
within the next two or three years. There 
is no doubt but that computers will some- 
what reduce our purchases of conventional 
equipment. However, with the growth in 
our business and the growth in the econ- 
omy as a whole, we would expect that 
computers will serve more to inhibit the 
growth in other lines of equipment, rather 
than actually reduce their sales. In other 
words, there will still be a demand for 
manual equipment such as_ typewriters, 
adding machines, desk calculators, etc. 

Mechanical equipment has appreciably 
reduced the number of office employees 
wherever we have mechanized. However, 
while the mechanized areas have been ap- 
preciably reduced, the pressure in other 
areas is to increase office employees, and 
we expect the effect would be one of 
reducing the growth rather than reducing 
the absolute number of office workers.— 
CHESTER W. BLAND, Kimberly-Clark 
Corp., Neenah, Wis. 


Faster Equipment, Always 


In our school system we are using data 
processing equipment up to two IBM 407’s 
with the necessary related equipment. This 
has cut down on our use of key driven 
calculating equipment, but has not mate- 
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With your 1250 Multilith... 


Print TWO COLORS 


f f< 


. 
eee? 


Just attach a / 


F-51 COLOR PRESS 


The T-51 Color Press is a compact machine 
containing a plate cylinder, and a complete 
inking and water system. It is geared directly 
© Print two colors at one time from to the 1250 Multilith; attached by clamp-on 
the same blanket brackets. After original installation, it can be 
© No wash-up between colors easily disengaged without removing from 


ae which canbe =» Multilith. Fully guaranteed. Send coupon below! 


Townsend Industries, Inc. at 
25a single color unit Bie Walnut Street” MAN TODAY © 
STi i» 


if Des Moines 9, Iowa 


ee EF 
~— i 
ns, 


Please send full information on the T-51 Color Press, and 
i name of nearest dealer to: 


i a 
AYVOWNSEIIE- aie. 


ae OS Trias Te 


Address _ : _ 
he —= =e = = = we = ae end Rae aot Pet 
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PUNCHED CARD 
ECONOMY 
VERSATILITY 


ADDRESS DIRECTLY 


from PUNCHED CARDS 
to a Wide Range of Material 


Scriptomatic addresses from easily 
prepared CARD masters (IBM, 
Remington-Rand, Samas or ledger 
or index cards) directly to Tape, 
Envelopes, Wrappers or Book- 
lets on one machine. Models 
for every addressing or data 
writing problem. 





Write far File, 
“Scriptomatic Methods” 


SCRIPTOMATIC, Inc. 
306 North Iith Street, Phila. 7, Pa. 
e& 


S-7018 


For More Information Circle No. 352 


rially decreased our use of adding ma- 
chines or rotary calculators. Neither has 
it decreased the number of office em- 
ployees, except that we have not had to 
add as many people as we would have if 
we had maintained our old system of 
accounting. Since our district is one of 
the rapidly growing ones, the savings in 
personnel is almost impossible to estimate 
as Our expansion causes us to increase the 
number of people on the clerical staff. 
There has been no study made as to just 
how much of a staff we would have 
needed to keep up with the increased vol- 
ume that we now have. There are no plans 
for installing new data processing equip- 
ment this year but, at the same time, we 
will always be ready to move up to faster 
equipment as the need arises. — PHIL 
ASHWORTH, Supervisor of Business Edu- 
cation, San Diego City Schools. 


Conventional Equipment 


In the past three years, our firm has 
spent almost $20,000 in bringing our office 
up to date through purchases of conven- 
tional office equipment. Unless we were 
to witness more phenomenal growth than 
we anticipate, it is highly problematical 
that. we would even be interested in per- 
sonally installing costly electronic equip- 
ment when our present setup effectively 
and efficiently performs the task we re- 
quire. We will, of necessity, remain more 
interested in conventional office equip- 
ment.—HARRY GILLESPIE, JR., Secre- 
tary, Russell's Guides, Inc., Cedar Rapids, 
Towa. 


Expand to Punched Cards 


Our company is not using any elec- 
tronic or related data processing equip- 
ment. However, we do have a sizable in- 
stallation of National and Burroughs ac- 
counting machines and related equipment. 
We contemplate normal purchases of such 
equipment this year. Also, we are pres- 


| ently studying the feasibility of punched 


card installation in our statistical depart- 
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FOR DUPLICATING — There's a FOR PRINTING—Accurate cut sizes, FOR OFFICE USE — (8! different 
Hammermili Graphicopy paper for freedom from curl, assures trouble- items in 19 grades, in weights, @n- 
every kind of duplicating equipment. free operation ishes, colors you need. 


Announcing Hammermill Graphicopy® Papers 
for everyhody who uses 8'/2 x II paper 


The new idea that makes it easy to buy, HAMMERMILL GRAPHICOPY PAPERS INCLUDE: 


store and use the right paper for every job. Hammermill Bond e Cockletone Bond « Management 


181 items individually numbered. Bond e Whippet Bond e Hammermill Mimeo-Bond e 


Just consult the handy “Paper Selection Whippet Mimeograph e Hammermill Duplicator « Whip- 
Guide” to choose your paper. pet Duplicator « Hammermill Double Purpose Master 
+ ° : : , se H F - 
Get Hammermill quality plus convenience. Paper e Hammermill Offset Wove e ammermill Off 
Order all your 8% x ll and 8% x 14 papers set Vellum e Hammermill Offset Super-Smooth « Gloss- 
from one source. Ask your Hammermill Sup- 
plier for the “Paper Selection Guide”. Or 
write: Hammermill Paper Co 1463 East Opaque e Hammermill Cover e Hammermill Index @ 


Lake Road, Erie 6, Pennsylvania. Hammermill Translucent e Hammermill Braille 


ette Coated Offset e« Deeplake Offset « Hammermill 


HANDY PAPER SELECTION GUIDE E-Z CARRY PAK*—It's a snap to ALWAYS LOOK FOR THIS TRADE- 
—Makes it easy to order. Your Ham- remove Graphicopy Papers from the MARK—The new easy way to get 
mermill supplier has your copy. E-Z Paper Pak* Carton. the right paper for every use. 


ee 
For cian Sate 
Heonsement Quagiacags Pagers 


| 


* Patents Pending 
For More Information Circle No. 273 
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STANDARD INTRODUCES 


AMAZING REVOLUTIONARY ELECTRONUC FEED 
IN A GREAT NEW LINE OF FLUID DUPLICATORS 


Operator skill in fast, accurate hand 
feeding of forms is made unnecessary 
by this Electronic Feed Duplicator. This 
skill has been built into the machine 
itself. It is almost unbelievable, yet a 
mere sheet of paper, advanced casually 
or even carelessly, will activate the 
duplicator for perfect copies in precise 
registration. Electronic Feed actually 


THE ROCKET 


tor 


SERIES 


fae 
i 
This dependable mechanism is sensationally effi- 
cient. Continuous action Forwarding Rolls instantly” 
advance paper to Registration Rolls (not shown). 


As paper passes Contact Blades, it interrupts cur- I 


rent, starts Registration Rolls, then Duplicator 
Orum in-a timed sequence. Even the smallest 


practical size form sets duplicator in motion. 
) 


corrects operator errors in feeding. So fast is its action, a speed of 100 copies or 
more per minute in exact registration can be attained, even by an inexperienced 
operator. Model E14E-P above, revolves, lets you choose the operating position 
you prefer, front feed, side feed, etc. Write for free brochure. 


STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS. 
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ment. If approved, this would not re- 
place any of our present equipment but 
merely enable us to extend the scope of 
our service and enable us to handle addi- 
tional volume of work with the present 
number of employees, or under present 
volume with fewer employees. — J. R. 
RODENBURG, Vice President, Federated 
Funeral Directors of America, Springfield, 
Ill. 


Study Need for Computer 


At the Davenport, Iowa, works of the 
Aluminum Company of America, we are 
making detailed studies to determine if an 
electronic computer will be installed. If 
studies prove satisfactory, we will order 
a computer for delivery in 1960. The in- 
stallation of a computer will reduce the 
purchase of conventional equipment ap- 
proximately 10%. We would not antici- 
pate any major decrease in the number 
of office employees; merely a re-aligning 
of employees to work which will result 


from computer output. It is also expected 
that natural terminations would assi“ilate 
any excess employees we might have as a 
result of electronic data processing.—G. L. 
STUMP, Works Office Manager, Alumi- 
num Co. of America, Davenport, Iowa. 


No Changes Are Planned 


At the present time we are still using 
conventional machines and do not plan to 
make any changes in the near future. We 
expect our purchases of all types of stand- 
ard office equipment to be about normal 
during the new year and think that the 
number of our office employees may be 
slightly up—B. R. JERNIGAN, Vice 
President & Treasurer, Dyersburg Cotton 
Products, Inc., Dyersburg, Tenn. 


Navy Continues Automation 


Navy is continuing to automate office 
procedures wherever they can “pay off.” 
To insure a steady supply of trained man- 


| to store old 
OFFICE RECORDS 
for less than 


50¢ per cu. ft. 


shipped flat and stores flat...takes 
up practically no room 


pops open for use instantly...thanks to 
exclusive automatic folding action 


exceptional stacking strength...stack 
‘em to the ceiling without shelving 


double bottom cannot “fall through’”’ 
easy to carry...even when full 
separate removable telescopic cover 
Write for details today 


THE PAIGE COMPANY 


114 East 32nd Street 


New York 16,N.Y. 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in " office. 


wi 


Re eR 


Order through your supplier or write to: 
UHU Products Corp., 
820 Greenwich St., New York 14, N. Y. 


For More Information Circle No. 384 







HOLD YOUR 
AUDIENCE 


... with a lightweight, portable 
Arlington 5-Way Presentation Easel. 


ARLINGTON ALUMINUM CO. 


19007 W. DAVISON DETROIT 23, MICHIGAN 
Please send me complete easel information. 
NAME TITLE == 


COMPANY . — 


ADDRESS et 


CITY AND STATE__ 





For More Information Circle No. 385 
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agement personnel, to disclose areas for 
improvement and take necessary actions, 
Navy continues to present a variety of 
training programs.—CAPT. G. M. HOL- 
LEY, Chief of Staff, Headquarters of the 
Commandant Third Naval District, New 
York. 


To Erect New Building 


We have not purchased any electronic 
or processing equipment lately. We are 
outfitted with Burroughs bookkeeping ma- 
chines and Sensimatics, electric  type- 
writers, etc. However, we plan to erect a 
new building this year and, at that time, 
we may install new data processing equip- 
ment ard we may increase our purchase 


of conventional office equipment.—CARL 
H. WEBER, President, Security Federal 
Savings & Loan Assn., Springfield, Il. 


A Mechanized Office 


We have not given serious thought, at 
the present, to any electronic office equip- 
ment. Our office is automated to a marked 
extent. We use an electric accounting ma- 
chine, billing machine, adding machines, 
typewriters, microfilming, photocopy equip- 
ment, Ditto duplicator, electric receipt 
machines for customer counters, etc. It is 
possible that, if electronic machines are 
successful for a small operation such as 
ours, by the time we are in the market 
for a new billing machine, we will give 
consideration to the purchase of same. 
We are considering now the purchase of 
an electric offset printing machine. 

As for the possibility of eliminating any 
present personnel, we do not contemplate 
that. With the use of the machines we 
now have, we are able to hold our labor 
cost down; otherwise, we couldn’t possibly 
do so. We have 13,000 accounts with a 
monthly turnover, so you can understand 
that mechanization is a must in our opera- 
tion.—ROSELLA BUNNER, Office Man- 
ager & Secretary, Greenwood Utilities, 
Greenwood, Miss. 


(To be continued in February 


THe Orrice—January, 1959 









IN RECORD AREAS, SYSTEM-PLANNED AND EQUIPPED 


BY GF... FACT FINDING 2 foal 


Super-Filer, with its exclusive swing front, not only speeds fact finding and filing, 





but also creates substantial savings in floor space by handling 18% more 






payload per drawer than rigid front files. 






GF offers—in one comprehensive package —everything needed to make offices 





more efficient, more pleasant...comp/ete space and work-flow planning...a complete 






line of job-selected business furniture...complete design and decorator services. 





To learn all about GF furniture and services, call your local GF branch office 





or dealer. The General Fireproofing Company, Dept. L-21, Youngstown 1, Ohio. 





D6 
GENERAL FIREPROOFING 
MODE-MAKER, GENERALAIRE, 1600 LINE DESKS 


GOODFORM CHAIRS © SUPER-FILER 
SHELVING ¢ PARTITIONS 
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NEW CLASSIC 
READY-MASTER 
















“~~. NO EDGES 


NO STAINS. 


Clean White Border Eliminates Dyed Edges 


Dyed edges of the master—long the biggest source of stains, smears 
and annoyance in spirit duplicating— have been eliminated by 
Columbia’s new Classic Ready-Master Unit. 
The hectograph coating of the new Classic Ready-Master is sealed 
off short of the edges—leaving a clean, dye-free border to handle. 
There’s no dye lo rub off, stain and travel from typewriter to duplicator 
to files, either. Everybody and everything connected with your spirit 
duplicating stays cleaner with new Classic Ready-Master Units! 
For free sample write, using company letterhead: Columbia 
Ribbon & Carbon Mfg. Co., Inc. 
961 Herb Hill Road, 
Glen Cove, N. Y. 


CLASSIC READY-MASTER BY 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE. N.Y 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE. CALIF 
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BEHAVIOR OF 
GROUPS by Leonard R. Sayles. 
Wiley & Sons, 440 Fourth Ave., New York 
16, 182 pp., $4.75. 


INDUSTRIAL WORK 


John 


On the basis of a two-year study of 300 


groups in 30 firms, Dr. Sayles of Columbia |, 


University writes that each work group 
has a distinct temperament and tends to 
repeat its characteristic behavior in a va- 
riety of situations. This behavior is closely 
related to the company’s organization 
with group and individual action largely 
determined by equipment, layout, division 
of labor and other tangibles created by 
management. Similar groups are formed, 
and behave the same, everywhere. 


MP-Jr. streamlined 


COIN CHANGER 


USED BY 1/3 OF NATION'S 
BANKS 









Makes change faster, 
more easily. Enhances 
beauty of bank. Sturdy 


aluminum with handsome 
hammertone finish.* Re- 
movable tray with inside 
storage box. Ca- 
pacity $125 — 
pennies through 
half-dollars. Size 
 «s it” s Ge, 
Weighs 9 Ibs. 
Rubber feet pro- 


tect counters. 

Trouble free. 

Guaranteed. 

*NOW! — 
in choice of $69 
4 decorator colors: PLUS 
Tan, blue, green, and silver-grey TAX 


Write for descriptive catalogue and nearest dealer 


Modern Products... Moderate Prices 


METAL PRODUCTS ENGINEERING, INC. 
Depot 0, 4000 Long Beach Ave., Los Angeles 58, Calif 
For More Information Circle No. 341 
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PURCHASING HANDBOOK edited by 
George W. Aljian. McGraw-Hill, 327 West 
41st St., New York 36, 1392 pp., $15. 


Prepared by a staff of 220 specialists to 
fully cover everything that will help pur- 
chasing personnel do the best job of get- 
ting the right commodity at the right 
price, time and place. Illustrations include 
80 commonly used forms, many tables and 
charts, and examples of reports, manuals, 
contracts, letters, etc. There is also a 
glossary of terms and symbols. 


UNDERSTANDING MEDICAL TERMI- 
NOLOGY by Sr. Agnes Clare, R. N. Cath- 
olic Hospital Assn., 1438 S. Grand Blvd., 
St. Louis 4, 217 pp., $5 cloth, $3.50 paper. 


A very complete, illustrated reference 
book for clerical workers in hospitals, in- 
surance companies, health agencies, labo- 
ratories, and for educational programs in 
many paramedical fields. Unlike medical 
dictionaries, the text can be understood by 
the person who has no formal medical 
education. 


Eliminate 
Dangerous, 
Messy 
Wires 








Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 


In Lengths of 4, 5, 6 and 10 ft. 
No Installation Necessary. 
U.L. Approved 
Write for FREE Circular O-ED59 


CMG INDUSTRIES ° IDEAS, INC. 


214 Ivinson Ave., Laramie, Wyoming 
For More Information Circle No. 342 
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CUT COSTS! 
‘SAVE TIME! 





Load Copy Size and Focus Automatic Exposure 


SIMPLE AS ABC... With a compact, precise 
KENRO “Vertical 18” Camera you can make 
your own line and halftone negatives, xero- 
graphic exposures, right reading photocopies 
... to any size, in one shot. Interchangeable 
heads and lenses make Kenro the most versa- 
tile camera in its field. It will save you up to 
75% on the cost of negatives, photocopies, and 
stats. Production time will be reduced from 
hours and days to minutes. For complete details 
and prices, write for Bulletin 758, Kenro 
Graphics, Inc., Commerce St., Chatham, N.J. 


For More tnformation Circle No. 197 
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UNIT SALES 
ANALYSIS COSTS 


b'y 50% 


WITH A LOW COST 
MULTIPLE -TALLY 


We invite you to benefit by our half century’s experience. 
If you tabulate sales, colors, sizes, styles, shades, textures, etc... . we'll show you 
how simply and inexpensively it can be done with a Multiple-Tally DENOMINATOR! 


SEND FOR FREE LITERATURE and PRICES NOW! 





DO YOU USE THIS The DENOMINATOR COMPANY, Inc. 








Address 





more accurate results. 


4 

' 

i 

TALLY MARK “t+. 261 Broadway, New York 7, N. Y. 
to sort and count in your [] Please forward literature and prices. i 
office or plant? [] Please have representative call. 
Use the Multiple-Tally Name — 1 
Denominator for faster, Company 
1 

1 
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ake delivery of 
in days...noft 










Zs 4 
a A i 
ws ald. lil nanan sais 


Why wait 4 to 6 weeks for those forms you need 

tomorrow? We reproduce your logo, photos, etc. 

by fast lithography on tabulating, snap-a-part 
. voucher checks . . . and many stock forms 

for every type business ...on N C R Paper or 

carbon interleaved. 

We run day and night to assure filling orders 

fast at no extra charge. 

For the name of your nearest Modern Business 

Forms distributor, write, wire or phone— 


mMociern 


BUSINESS FORMS 
MANUFACTURING COMPANY 
333 West Court St., Cincinnati 2, Ohio LINE-FIND 
Phone: GArfield 1-7111 Telefax FBD STATEMENT 

For More Information Circle No. 270 
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“It copies anything ...in 12 seconds! 
..-and the developing agent 


lasts a whole month!” 





Here it is... Copycat’s new deluxe wall model— 
world’s fastest photocopier at any price! 


Thanks to an exclusive new Copycat 
development, you can now have sharp 
picture-like copies of anything printed, 
written or drawn, finished and ready-to- 
use in 12 seconds! 

The key to this speed and quality is 
Copycat’s patented spray process —a 
process so startling that the machine 
can be used every day for a month or 
more without the need to change its 
developing agent. And since you never 
have to “warm it up” or clean its belts, 
Copycat runs practically unattended, 
is always ready for use. 


Copycat corporation 


215 Fourth Ave., New York . Phone: ORegon 4-5582 





Add to this the space-saving wall 
mount feature — a benefit you can take 
or leave because you can remove Copy- 
cat and carry it from desk to desk, from 
job to job, without fuss or bother. 

If you’ve been less than satisfied with 
copying machines...tired of slow ma- 
chines ... fuzzy copies ... messy devel- 
opers ... you owe it to yourself to see 
the new Copycat. Copycat is four times 
faster than any other photocopier and 
its developer lasts five times longer. 
Write or phone for a free demonstra- 
tion in your own Office today. 


you can’t 
damage 
{, originals 


> For More Information Circle No. 183 
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/qasire | 


ALMOST INVISIBLE 


y; NON-GLARE Y 
GLASS WITHOUT 
7 GLASS TOPS sensei 





What welcomed eye-comfort you get with Tru-Site. That’s because a 
Tru-Site non-glare glass top stops annoying, eye-straining light reflection 
while it protects your desk with an almost invisible glass. 
No wonder Very Important People insist on glare-free Tru-Site. 


See a dramatic visual Tru-Site demonstration without cost or obligation. Write toaay. 





DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 





i 


For More Information Circle No. 193 
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Victor's new, completely automatic printing calculator with the 


New Simpla-Key 


flick Up to Mu 


VICTOR * ic; CALCULATOR | 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 
A printed tape, with a true symbol, identifies ' 
ra sete entered and operation performed. See Chicewgo It @ilinels ree 
the unique Victor Caheulatar today. Con- Send me complete new brochure on Victor 
venient terms. See “V’’ for Victor in the Automatic Calculator. 
adding machine section of the Yellow Pages. Deiat 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name—— 
Victor-McCaskey, Ltd., Galt, Ontario po ee 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


For More Information Circle No. 198 
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is portable 


it can be removed from one office ta. another 


everywhere there is 
a typewriter and the need of more copies. 


The Sada Sprint spirit duplicator is: 
-light 
-completely close 
-the spirit is hermetically contained 
in the suitable tank 


Your secretary will use it with pleasure, without any difficulty 
and without being smudged : 
easy to operate adjustable for printing on any range of paper 
ensures the even clearness on any part of the copy 


FEATURES: 


-automatic engagement of the master, 
-immediate and micrometric 

printing displacement 

“printing pressure with progressive 
regulation, 

-semi-automatic moistening, 

-reversible paper feed table 

for the complete closing of the machine. 


Write for details and terms to 


S.p.A. Duplicatori ed Affini 


First Manufacturer of Duplicators in Italy 
Milano, Italy, - Piazza S. M. Beltrade, 1. 








For More Information Circle No. 181 





5 MILLION 
SECRETARIES* 
LOVE US —YET 
they don't 





even know 





our name! 





When carbons are crisp, clean, smudge-free, typing flows fast and 
effortlessly ... you save time, temper and money .. . and create better 
sales impressions. To constantly guarantee satisfactory performance, 
the makers of America’s best-selling carbons rely on Schweitzer’s high 
quality carbonizing papers. Schweitzer papers—proved best by test for 
absorbency, strength, purity, and uniform texture—assure the perfect 
marriage of fine paper and fine carbon inks. 


*(Stenographers and typists, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 
Kimberly: Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. * Mt. Holly Springs, Pa. 


For More Information Circle No. 264 
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Tiffany’ s shake-proof construction just cannot rock 


’n roll. 


Exclusive design features eliminate tiring 


vibration and greatly abate nerve-racking machine 


noises. That’s why they’re 


“first choice of office 


workers and management everywhere.” 


MODEL 5002 identical 
with Model 5000 ex- 
cept thot it hos 2 leaves 


Rigid providing “‘safety 

insurance” for costly office 

machines. Framework 

thick, angle and channel steel, 

reinforced. 4-cup, open-top reduces machine 
noise and vibration. Adjusts to hold most 
size machines. 





UTILITY TABLE with countless uses in offices, 
factories, schools, hospitals. Heavy steel throughout. 
Rounded corners on tubing. Table is stationary with 


brakes ON; portable with brakes OFF. 





thuee'se 
TIFFANY. 
that’s best 


for every 
purpose 





Has self-leveling top; automati- 
cally keeps pages flat for “* 
with ease from ABC’s through 
the XYZ's.” 
able. Adjustable height. 
Saves time. Saves 

energy. 
16” x 2 


EXTRA-HEAVY DUTY stand for Electric 
Typewriters, Bookkeeping Machines, etc. 
VIBRATION-Free, amazing strength 
and rigidity. Open-top ... the “‘escape- 
hatch” for noise dissipation. 





MODEL 
1000 


BOOK STAND 


reading 








It’s port- 


Takes only 


1” floor space. 


7350 FORSYTH 


© TIFFANY STAND CO. 2.200% 0 


For More Information Circle No. 419 
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ANNOUNCES... 
A Bold Forward Step 


PLATE SIZE 


Rapid 


Printer 
..A REAL PRODUCTION DYNAMO 


Here’s a ‘“‘flip-top’’ plate-maker...the most modern, 
efficient and economical piece of equipment ever devel- 
oped for the Graphic Arts Industry. 

This completely self-contained unit makes any size 
plates up to and including 30” x 40”. Vacuum frame is 
loaded in conventional face-up manner. The glass lifts, 
allowing plate and negative to be positioned ... entire 
vacuum frame then reverses to a face-down position for 
uniform exposure over entire 30” x 40” area. 

This production dynamo has nuAre’s specially de- 
signed reflector and powerful 75 Amp automatic arc 
lamp, producing a point source light, thus eliminating 
undercutting—assures short exposures and perfect plates 
every time. Fast positive no-error vacuum seal is ac- 
complished by nuArc’s exclusive one-piece molded “‘live 
rubber’’ blanket which literally hugs flat and plate. 

Takes up no more space than an ordinary office desk 
(40” x 50” floor area, 36” high). See your dealer or write 
for Bulletin 500 TODAY. 


Cat. No. RP40.. 2 ; $695.00 
company, inc. General Office and Factory: 
824 S. Western Ave., Chicago 12, Ill. 


EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 
For More Information Circle No. 420 
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Whatever line 
of conventional 


duplicating | 


products 
you now handle 





oy 


among the 
world’s finest 
duplicating products: 


Flagship patented 
metallic back 
carbon paper 


Flagship carbon 
Paper ribbons 


Offset ribbons 
Tabulating ribbons 
Addressograph ribbons 
Diazo ribbons 
Hotel Register carbons 
Artist transfer carbons 
School packs 
Carbon binders 

Spirit carbons . 


Stencils 


are you ready to fill the 
NEW NEEDS 
of today’s customers? 


Revolutionary changes and improvements in typewriters and 
duplicating machines now call for the carbon, ribbon and dupli- 
cating supplies that provide reliably good results with these 
new machines. 





To meet more fully all of today’s requirements Allied research 
has developed a whole new concept in specialized products. 


Take, for instance, one example: 


IMPORTANT ANNOUNCEMENT 


DURALON 


“DURALON" is a new, exciting, synthetic typewriter ribbon 
fabric developed through Allied research, which combines 
in a single fabric the advantages of many fine fabrics. 


Its fabric wear and resistance to cutting suggests its similar- 
ity to nylon. Yet, its far greater ink capacity makes possible 
a uniformity of impression in a variety of writing strengths 
not possible with other fabrics 


The result—a typewriter ribbon that yields impressions of 
unbelievable fineness and cleanliness. Its wearing quality 
makes it an outstanding value at a price just pennies over 
the higher priced cotton ribbons 


Let the Allied man show you DURALON. and other items in 
our complete line of duplicating supplies, designed for to- 
day's, needs to outperform today’s competition—and you'll 
begin to appreciate the value of an Allied franchise—with its 
policy of sales through limited, authorized dealers only. 


*Registered U.S. Patent Office. 


MRS AEE Sela 
AAL. LVEDD carson ano ripson manuractuRine CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse’ 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 213 
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vay 
\UMERIA new desig 


Full 
keyboard 
hand 


calculator 


made by: 
LAGOMARSINO F.A.I., Viale Umbria 36, Milano, Italy 


Full keyboard 
electric 
calculator 

with 
semi-automatic 


multiplication in ce AP mod. 8923 





U.S.A. DISTRIBUTORS: Check Writer Co., 565 Broadway, New York 12, N. Y.—Grobark & Co., 
159 N. Dearborn St., Chicago |, Il|.—Wholesale Business Machines, 7525 Beverly Blvd. 
Los Angeles 36, Calif—Adding Machines Distributing Co., 220! Caroline St., Houston 2 Texas 
—Wholesale Office Machines Co., 2000 North Lamar St., Dallas 2, Texas 


CANADA DISTRIBUTOR: Nauta Bros., 3615 Danforth Ave., Toronto 13, Ontario 
For More Information Circle No. 212 
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THE JONES 


APOTHECARY’S 
MISS HELEN 
KENNEDY 


AND ThE 


MASTERLITH 
a) | 
DUPLICATOR 


she says “It's easy" 


Speaking of the Masterlith, Miss Helen Kennedy says, “It’s so fast 
and easy to set up and adjust . .. making marginal adjustments takes 
only a second to turn the knobs . . . no tools needed. Cleanup is fast 
and easy, too.” 

Miss Kennedy has been operating the Photostat® Masterlith Offset 
Duplicator at Jones Apothecary of Houston for about six months. To 
meet the needs of this thriving business, “practicing the profession of 
pharmacy only” in 8 stores, she turns out a lot of printed material: 
invoices, 2-color letterheads, return postcards, form letters, inventory 
control cards, etc. 


BEFORE YOU BUY ANY OFFSET DUPLICATOR, SEE THE PHOTOSTAT® MASTERLITH 
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Some of the Masterlith-produced forms used by Jones Apothecary. 


“and versatile” 


“The Masterlith does such a variety of work to save money. It’s easy 
to print and perforate in one operation . .. Paper masters make good 
clear copies, convenient for short runs... I get perfect registration in 
all color work. The Masterlith runs so accurately, so dependably, that 
in long runs I can go on with other work, checking only occasionally. 
That saves time.” 

You can have your operator saying these good things, too—and en- 
joy all the benefits of this superior machine. 

Just call the Photostat Corporation sales and service office near you: 


PHOTOSTAT CORPORATION 


P.O. Box 1970 TO «+ Rochester 3, New York 





PHOTOSTAT iS THE TRADE MARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 189 
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from 

any angle 
your 
best buy 


COLE 
a OR TABLE 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter .. . 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 














COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. « 415 Madison Avenue e New York 17, N. Y. 


For More Information Circle No. 219 














General offices of Croname, Inc., at Niles, 
Ill., showing Spacemaker desks and tables 
manufactured by Bentson Mfg. Co. and 
installed by Weber, Hilmer & Johnson, 
Chicago. Furniture is light gray with mot- 
tled green laminated plastic tops edged 
with stainless steel. Bentson modular 
units are used in private offices. 





Prisoner entering 
the Rockford, Il., 
jail has _ timecard 
stamped by Sgt. 
Bill Lundberg as 
Officer Mel Schall- 
berg watches. 
Chief of Police 
Thomas P. Bou- 
stead uses a Sen- 
tinel time clock, 
made by Cincin- 
nati Time Record- 
er Co., to provide 
record of each in- 
mate’s time in 
custody; check 
number of meals 
served each day 
and number of 
prisoners on hand 
at any time. In- 
stalled by Fishers 
Office Equipment. 
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New York Offices of 
Channing Corp. 











Since there are commodious conference 
and consulting rooms at Channing Corp., 
New York investment counselors, execu- 
tive offices can be modest in size like the 
one at right which has the same desks and 
modular units used in all office areas. This 
affords flexibility for shifting furniture 
with organizational. progress. 





rhe polyglot print- 
ed material in 
Channing’s _finan- 
cial research de- 
partment is filed 
on double - depth 
movable shelving 
under continuous 
strip lighting. 


A floating ceiling 
with cove lighting 
in the executive 
dining room makes 
the room appear 
larger and com- 
pensates for sparse 
natural lighting. 
Table top is teak 
laminate, as is the 
top of standard 
metal desk in top 
photo. (See oppo- 
site page.) 





The standard met- 
al desks in the gen- 
eral office of Chan- 
ning Corp. have 
wood-grain _ plastic 
laminated tops 
which match the 
sides of the par- 
titions facing them. 
Sides of partitions 
facing interior of 
private office are 
textured vinyl. 
(See both sides of 
partition at lower 
right in photo be- 
low.) 


The accounting de- 
partment uses its 
original desks and 
files. The Chan- 
ning Corp. offices 
were designed by 
L. G. Sherburne 
Associates, New 
York, in a_build- 
ing which was 
built in 1920. 


Ceiling lighting fix- 
tures and _parti- 
tions can be shift- 
ed as required. The 
slender door mul- 


lions and partition 
posts produce a 
clean-line appear- 
ance. 











Rippete? 


Multi-million dollar research center of 
Minnesota Mining & Mfg. Co. in St. Paul, 
Minn. Building contains a 6000-volume 
library which, when fully cataloged, will 
be made available to serious graphic arts 
students throughout the world. 


3M Graphic Arts 


Research Center 


Above: Quality control platemaking room 
where new chemicals are tried out. Below: 
Lithographic pressroom’s most frequent 
job is 166-line gray scale prints in accel- 
erated break-down tests of 3M_presensi- 
tized offset plates. 


ba 


bliin, ia 


Se 


i i. AMBEED 


A 


New products lab where offset plate coat- 
ing formulations are tested. 


Above: Laboratory devoted to research on 
3M letterpress products: makeready, plate 
treating, and Spherekote friskets, tympans 
and blankets. Below: This pressroom has 
sheet-fed and web-fed rotary presses for 
testing 3M _ products. 


“, 


i hee 


ey" 














S4c Jean Knight tests the printer at a 
speed of 3000 words a minute. 





Lt. Arnold Clum with the new teleprinter 
at the Army’s Message center. 
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A New Army 


Teleprinter 


A high speed teletypewriter, developed 
jointly by the U. S. Army Signal Research 
& Development Laboratory, Fort Mon- 
mouth, N. J., and Burroughs Corp., Paoli, 
Pa., has a theoretical top speed of 500,000 
words a minute. Operated at only 750 
words a minute for Signal Corps require- 
ments, it does the work of eight conven- 
tional military printers. 





Lt. Clum holds a 3000-word 
typed in one minute flat. 


message 


61 





Reception room just off the 
lobby. on the first floor. 


New $2. million 
office building of 
the Carolinas 
Sales Division of 
Esso Standard Oil 
Co., Charlotte, N. 
C., is occupied by 
some 350 employ- 
ees. 


Looking down the stairwell of the build- 
ing’s elliptical staircase. Light fixtures are 
suspended at different levels to completely 
light every step. (See opposite page.) 
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TE 


A typical general office in the new Esso building is that of the marketing pool. These 
men handle correspondence and telephone calls for top management. 


The ladies lounge has comfortable chairs, One of the private executive offices. This 
dressing rooms and plenty of mirrors. one is the accounting office manager’s. 
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Automatic Mechanical Photo ‘“‘Retouching”’ 


A conventional 
photographic print 
showing loss of de- 
tail in highlight 
and shadow areas. 
This print requires 
retouching by an 
artist to make it 
suitable for repro- 
duction by any 
printing process. 
(See photo below.) 


A LogElectronics 
print from the 
same negative 
showing results of 
automatic dodging 
which prints detail 
in highlight and 
shadow areas. Both 
prints on this page 
were similarly 
processed on_ the 
same paper from 
the same negative 
and both halftones 
were made simul- 
taneously. This 
system saves 40- 
60% in retouching 
costs. For more 
information, Circle 
No. 158. 
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What's the setup in this calculator keyboard ? 


O9QDQ9D0O0000 © 
G6eSGeeGegee089 
000000090090 


‘omwowowow = 
Only on a Marchant™ do you get sive Tne 
keyboard-dial proof of accuracy! 


With a Marchant calculator, you don’t have to 
search through the keyboard to make sure all 
the figures in an entry are right. You know 
when they’re right because you can see them at 
a glance...easily, instantly. ..in Marchant’s 
keyboard dial. Marchant gives you this bonus 
guarantee of accuracy...which adds to the real 
speed of your figurework. 


To see for yourself the operating advantages 
of Marchant’s keyboard dial, call in your nearby 
Marchant Man... or send the'coupon for full 
information. 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 





a it is— 4 4 i MARCHANT CALCULATORS OAKLAND 8, CALIFORNIA 
e keyboard , | 


entry check dial [] Please send me full information on the accuracy 
found only on the a oe and speed of Marchant automatic calculators, 
a ee PRR sorceress () Information on Marchant 10-key adding —— 
calculators. 14 Marchant models. 

NAME - 
Modern Management Counts on Marchant | PLEASE ATTACH COUPON TO 


For More Information Circle No. 211 
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EASILY WITH 


Roll Labels 
NO. 60—Easy Starting slit and accurate perforations assure 
quick, clean tear—reduces spoilage—eliminates retyping 
—saves time. Deeply scored for speedy, uniform folding. 
Heavily gummed for easier app!ication. Available in white, 
blue, manila, green, cherry, canary, buff, salmon and gold- 
enrod. Free-Feeding typewriter carriage box of 250 labels, 


each 146" x 3%,” 


Fanfold Labels 
NO. 50—SAME SUPERIOR QUALITY as EUREKA'S Roll 
Labels, but packed in Fan Fold box for typewriter use. Avail- 
able in white, blue, buff, canary, cherry, goldenrod, green 
and salmon. Box of 500 labels, each 1%" x3%," ...75¢ 


AT YOUR FAVORITE STATIONER 


TAS EUREKA SPECIALTY PRINTING COMPANY 
EU RE WA 
Z Dept. 21 -Scranton, Pa. 
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For the first time a 
carbon paper that 


WONT CURL...WONT 
SLIP...WONT SMUDGE 


Roytronic 


ROYTYPE CLEAN CARBON PAPER 


Especially suitable for use with Electric Typewriters 


Roytronic ssc" 


USED ESPECIALLY WITH ELECTRIC TYPEWRITERS! 


Perfect copies, uniformity of “‘write,’’ and Free samples: Write Royal McBee 

no roller marks! That’s the promise of Corp., Dept. D., Port Chester, 

ROYTRONIC, the new nonslip carbon paper NeW York. Or call your Roytype 
Representative. 

developed by Roytype after years of prod- 


® 
uct research. ROYTYPE 
Sheet after sheet, it’s the easiest, cleanest 


handling carbon ever. Economical, too, carbon papers, ribbons, quality 
because it’s longer lasting. supplies for all business machines 


Products of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters. 


For More Information Circle No. 231 


THe Orrice—January, 1959 





FILES ARE 
NO PLACE FOR 
MAN’S BUFF 


If it takes too long to locate the papers you want, ask 
your Stationer about the ACCO System. Accobind 
Folders, Accopress Binders and other Acco products | 
save time, save money, save loss. Acco keeps all re- 
lated papers together as long as you want them— 
orders, reports, correspondence, invoices, bulletins, 
etc. Folders and binders are of genuine pressboard, 


last for years, Made for every department of every 





business in sizes, styles, colors to suit your taste and 


exact requirements. Check up on Acco now! 





“ACCO BOUND PAPERS ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 
In Cayada: Acco Canadian Co., Ltd., To 
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LOW-COST 
SMART * STURDY « VERSATILE 


MASO new book- 
cases, with decora- 
tive design and 
beautiful finish, ons. : Gin ereaonen 
of 29” and 42” Units 


have a4 wide variety 
of uses. Attractive 





as corner or wall 
bookcases — indi- 
vidually or 
grouped; island di- 
viders; counters. 
Provide working, 
shelf or counter 
area; office or stock 
room storage. 


42" MODEL 


Choice of finish to blend with modern office or store furnishings: 

Desert Tan, Mist Green, or Gray. Adjustable shelves. Open, or 
choice of two types of sliding doors—steel or glass. 
Finish is baked-on-enamel. All models in 12” or 
18” depths. Readily convert to door or basic unit 
style. 


INTERSTATE METAL PRODUCTS CO., INC. 
(Office Equipment Division) 

666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 

Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units 


Name 


Title 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 














MUN Live. 


80 RIDGE ROAD, NORTH ARLINGTON, N. J. 


TELEPHONE WYMAN 11-5100 (NEW YORK: HANOVER 2-5425) 
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QUIET MODEL 


for you, who have an eye for 


beauty 


styling that 
sells... 


een | ADDING MACHINE 


Ja 





send for REGNA literature NOW! 


REGNA is the ‘lowest priced electrically operated full 
safety keyboard machine in the world. 

Everyone who sees the new REGNA admires the wonder 
of streamlined FUNCTIONAL BEAUTY. 

Everyone who tries this sturdy and dependable adding 
machine becomes a “high speed” operator — fingertips 
literally float over the moulded keys! 

Different capacities; fully automatic safety keyboard; 
models in light grey or ivory. Also low-priced hand oper- 
ated models. 


In Canada: Regna Cash Registers of Canada 1.td., 704 Notre Dame St. 
W. Montreal, Que., and Business Equipment Machines, 
489-R King St. W. Toronto, Ont. 
OUTSIDE CONTINENTAL U.S.: 
Jorgen S. Lien, Box 607, Bergen, Norway 





It’s low priced! It's profitable! 
Mail the coupon—Mail it today== 
Mail it NOW! 








REGNA CASH REGISTERS INC.* 
175 Fifth Avenue, New York 10, N. Y 

Gentlemen 

Please rush more information on the new Electric 


Regna Adding Machine and outline advantages of 
becoming a Regna Dealer. 


a 





Address 
Chtyann a 


Zone— nee SHOt@ 
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] NO LOST TIME 


~ 


~ 





tl The world’s finest completely automatic electric 
pencil sharpener eliminates the 
time-consuming job of cranking outmoded 
hand-type sharpeners. Just insert any 
size wooden pencil and instantly 
the Electro-Pointer gives you 


7 WA a perfect point. 


y i 
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Pa 
PERFECT POINT 


INSTANTLY 
EVERY TIME 
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PROVEN FOR 
OVER 14 YEARS 


At your stationers 
or write: 


STILE-CRAFT MANUFACTURERS, INC. 


»#25 MACKLIND ST LOUIS 10, MO 
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SUIT 


unisTrreke 





It is the world’s 
lightest (6 Ibs.) 


and the most inexpensive (99.50) 











adding machine with nine column capacity, 


two-color printing and visible adding dials. 





—you will never be satisfied with any other! 





ADDITIONAL OUTSTANDING FEATURES 
No extra stroke required for totals or sub-totals, non-print lever for calculating—large size 
pica type for readability—short stroke handle for fast (150 OPM), easy operation 







rolalh’ 






At better Office Machine Dealers everywhere or write for information TODAY 


99 SWIFT BUSINESS MACHINES CORPORATION 
pve ten GREAT BARRINGTON, MASSACHUSETTS 


For More !tnformation Circle No. 323 


Tue Orrice—January, 1959 73 


- OU OC -— 2 = 
S & £ 3 ee ~ . 
U es ° °o ” ~~ .e) 2 











Pride makes a man sharpen his skills—develop his craftsmanship— 
insist on perfection in every job, no matter how big or how small. 


Pride is everywhere evident in the work of our craftsmen—from the man 
who supervises the precision work of inking the ribbons to the men who 
are always ‘“‘at your service’’ with information and fast deliveries. 
This pride has kept up the consistent, unsurpassed quality of our products 
and service since 1895. 

e carbon papers e carbon copy sets e printed master sets 


e inked ribbons e spirit carbons e duplicating supplies 


e carbon paper ribbons e master units e copyholders 







CURTIS-YOUNG CORPORATION 


110 West 18th Street, New York 11, New York * ORegon 5-3636 
U.S. CARBON & RIBBON MANUFACTURING CO., INC. 


621 Cherry Street, Philadelphia 6, Pa. * WAlnut 2-1416 


CURTIS-YOUNG 





SINCE 1895 DUPLICATING PRODUCTS THAT REFLECT YOUR GOOD JUDGEMENT 





74 


THe Orrice—January, 1959 








siouny] ‘OBp21y5 « O1yO ‘UDB 
“uurw ‘sBuiysoy 
‘OD SNIINLIVANNVW 


‘ee 


Appo} wy aas jou fhym 


*spuawasinbas 4anoA 
JINS Of JOUIDJUOD 4DOKS aU4 
noA MOYS UD? Ja]Daq PDOaWS 
AnoAk yous Ajax Asda st yy 


"Sps0294 $O UdIJUd}o4 
UMO S}i Of JDIINIAd swajqoid 
Bully soy dO jOpUsWIUIBZAOCH 
puo jouolssajoid ‘jOiysnpul 
‘OisuauMWo? AjiaAa jsowjly 


éWI190Ud FUyly /DIZEdS VY AAVH NOA 


ZBL "ON B1d4ID UO!ZeUIOJUL BOF 404 

Bury sy 40) 10 sere;d Buy 

“SIP@APO $0 4Ue)/e2"} Buyuyd 10 Burjism 105 0905 
“ANS 4OjI0g “SDOY Deep YiIm 10/02 edospey “YoOyrn.s 
“WO? 02010 2UO—YSOOL “ON SH7//9M 1014 S,poows 








24@ “SUOI{OIDOSSO UDO] PUD Buipjing ‘se:uod 
-wWO> 48M14 ‘SyUDG 10) JO@P; “jeuod jj 
syessr6 edolspey puo e145 Odo, Yim ‘ 
©2019 S—IPITL “ON S7//°M 29PIOH 199°) S,poows 





@jAuS yUC1y Gosp 410 4yB101455 *5j04404> 
jo Guy OX sewWNU 105, jOep) SyessnB 4O doy 40 
YIO}> YIM Pe2dsI0j;UI@yY “WO!;>NsySUOD @20:9 G—y¥SOIS 
“ON 840920g Buyiyg peg vedQ peqqr, s, poews 








s10ue) 
$0, Yim Pedd:ndZ SvOsuOdEe PUB 4710/0) ‘seris 
Avow “S@1y [O02 Wen ¥ adod joa; Suijy 40) sepuigq 
Percidw: vy—G>BI9S ON 4ePUIG 250) Ss posws 


f= SSS ee 











Buity 1o8e; jo 
$@SSO]> jUSI@YIP 104 $10/02 SMOWD, Peyr04;0 pscd 
DHSO}Z “|Z OF GM S/QOYSMIPW “UO!j>NIySUOD @2r0!1d Omy 
—Ol "ON Sedojeaug ajqisseney Guipuodxg s,poaws 








40102 Oj: uOW JOINjON_ 
204 UO POjUIIG WIOJ 44S YEIM 4O O05 W!O/g—dIjD 
Burypoy yim sedojaaug Guijg ssejpuog s poews 





S4MO-49> Quinny, “29 ‘sesoe; ‘SeSoSvow ‘“speep Bug 
105 peasy Suipuodxe puo joy 





$20]02 @ajg “240 
*$widy (O60; “Sy>r@y> “S@j1INDeS JOy @20j958 Buys 
yioows edo) Suldy Puyo doy YIM “WO!4>AIySu0> 
@22\0 UD — OL “ON Sedojaaug peysns> $s poows 








WOO] O FO A1O4S1Y B1VUe 104 AjajJOS S@PiAcig 
UOISUOGKS | “SI@UOISOY YIM PaddiNdZ siadog 
SMOSUO|jOIS}wW 10, JaYDOD YIM SIEPIAIP jyBlemdAroay 
BS—S-EESS ON A114 YOO] PUO Buipiing $, poaws 








eseeeeveeeeeeeeeeeeeeeene t 















copies in 


4 seconds 


here’s the speed you need to save 


more time and money 


It’s all-new... and still the world’s 
only dry process, All-Electric copy 
method. This restyled, improved 
THERMO-FAX “Secretary” Copying 


Thermo-Fax 


WY) copyine PRODUCTS 










Machine gives you copies in 4 fast 
seconds... for as little as 5¢ per copy. 
You use no chemicals, no negatives, 
as in slower, more expensive copy 
methods. You make copies the sim- 
plest, easiest way yet . . . by electric- 
ity alone! Find out about the dollars- 
and-cents savings you can make, by 
sending the coupon below. 


“Thermo-Fax”’ and “‘Secretary”’ are 
3M Company trademarks 


eeereeeeeeee ee eeeeeeeeeeeeeeeeeeeeeeeeeee 


3M Company, Dept. ES-19, St. Paul 6, Minn. 
Send full details on the all-new THERMO-FAX “Secretary” Copying Machine. 


Nome 





Company 





Address 





City 


Zone State 
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Maintain the Faith in 
Our Financial Stability 


President, American Bankers Assn. 
President, Citizens Fidelity Bank & Trust Co., Louisville, Ky. 


TIMULATED by an environment 
S of unparalleled scientific and tech- 
nological achievement, the United States 
today is in an enviable position to ex- 
plore new heights of economic progress. 
We Americans were amazed and 
shocked, a little over a year ago, when 
the Russians achieved a tremendous 
propaganda victory by putting the first 
satellite in orbit. Alarmists had a field 
day. However, by the end of 1958, we 
had again proved to the world, and what 
is more important, to ourselves, that 
victory can be won with teamwork, 
determination and confidence 
ability to succeed. 

It is interesting to observe that a 
cycle of public sentiment regarding 
America’s position in the missile race 
has been paralleled by a cycle in 
economic psychology. Pessimism has 
turned to optimism on both military 
and economic fronts. This experience of 
the past year should prove to us that 
there is no room in the world today for 
the psychology of fear. The solution to 
problems of a competitive environment 
—whether international, domestic, polit- 
ical or economic—demands courage, 
confidence and the will to progress, 
coupled with hard work and intelligent 
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in the 


LEE P. MILLER 





use of the resources available to deal 
with them. 

A parallel is easily drawn between 
our country’s achievements in space 
science and its achievements in eco- 
nomic fields. Having emerged from a 
business recession that was surprisingly 
mild in some respects, and rather severe 
in others, we are ready to move upward 
once more. The launching platform for 
our economic exploration is strongly 
based. The potentials, although hard to 
measure, are clearly recognizable. With 
a rapidly growing population that spells 
unprecedented market potentials; with 
a scientific and technological progress 
that promises new sources and uses of 
materials and products; with an expan- 
sion of trade among peoples in different 
parts of the world; and with the con- 
tinued development of productive effi- 
ciency that makes possible a higher 
standard of living—with all these ele- 
ments in our favor, we can look for- 
ward confidently to real economic 
progress this year and the years ahead. 

But just as it requires perseverance 
and teamwork to launch satellites and 
moon-rockets successfully, so it is neces- 
sary for us to treat our economic 
problems objectively, keeping our eyes 


77 





on what may be described as a target 
of stability and growth. Recent history 
demonstrates how difficult it is to define 
such a target in terms of public policies. 
There seems to be universal agreement 
that economic stability is preferable to 
marked swings in business activity, and 
‘all of us desire as rapid and as large an 
economic growth as our resources per- 
mit. Yet, there is no full agreement as 
to how to attain these goals. And, 
equally as important, there is a re- 
luctance on the part of many to accept 
the self-discipline necessary to reach 
them. 

This is the environment in which 
business faces one of the most impor- 
tant challenges in history. In the present 
situation, a realistic attitude is needed 
toward the enlarged fiscal responsibili- 
ties thrust upon the government by the 
missile age and repeated international 
crises. This is no time for alarm, but a 
time for all of us in this country to 
recognize that the cost of our enlarged 
security cannot be paid through infla- 
tion, as some would have us falsely 
believe. It is the responsibility of busi- 
ness, therefore, to work constantly to 
combat the psychology that long-run 
inflation is inevitable and to champion 
the cause of sound government finance. 

In presenting these remarks, I have 
not in any sense intended to overlook a 
major source of the recent resurgence 
of an inflationary psychology which 
threatens to interfere with the sound- 
ness of recovery from the recent reces- 
sion. The current inflation fears are 
falsely rooted. They: are predicated 
largely upon the belief that our people 
cannot, or will not, force their govern- 
ment to return to a sound fiscal position. 
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An impending Federal deficit of billions 
of dollars in the current fiscal year, 
according to the inflation pessimists, 
may be followed in succeeding years by 
more red ink; and they hold that there is 
nothing we can do about it. 

It is my sincere hope that every busi- 
ness man in the country will remain 
convinced, and will do his part to prove, 
that a return to sound fiscal operations 
of the government can be accomplished 
and that the dollar need never be ques- 
tioned as the paragon of sound cur- 
rencies. 

In the months ahead, our Treasury 
Department will be confronted with a 
difficult financing problem. It will have 
to finance a heavy cash deficit and re- 
fund many billions more of maturing 
obligations. With the Federal Reserve 
properly exercising a policy of credit 
restraint in an effort to counterbalance 
inflationary developments, the market 
for Treasury obligations has been under 
persistent downward pressure as a re- 
sult of the change in money rates. This 
obviously complicates the Treasury’s 
financing problem, but it is the price 
that has to be paid for the flexibility of 
credit that is needed to prevent inflation 
predictions from coming true. 

It is distressing that too many in- 
vestors are willing to forego the real 
benefits of truly flexible markets in 
favor of the questionable comforts of 
sheltered markets. We, as_ bankers, 
through our policies and discussions 
with customers, attempt to create a 
better understanding of the role of 
flexible money rates in the cause of eco- 
nomic stability and growth. Never, in 
my opinion, has this understanding 
assumed such high importance. This is 
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true because never before in peacetime 
has this country been confronted in a 
highly sensitive market with such a 
heavy program of current deficit financ- 
ing and refunding of maturing debt. 
These are times when the personal 
responsibilities of businessmen toward 
participation in representative govern- 
ment must be met with a renewed vigor. 


Inflation Is Threatening 
Industry's Corporate Life 


President, National Assn. of Accountants. 
Price, Waterhouse & Co., New York. 


N SLIGHTLY MORE THAN ten 
alles the purchasing power of the 
dollar has been cut approximately in 
half. This has been the result of high 
government spending, unbalanced Fed- 
eral budgets and the demands of labor 
for wages in excess of the increase in 
productivity. All indications are that 
this trend will continue. 

It is estimated that the deficit of the 
Federal Government for the year end- 
ing June 30, 1959, will be at least $10 
billion. Government expenditures, in- 
stead of decreasing, have been steadily 
increasing. In this connection it is 
interesting to observe that while much 
has been said about the need for: main- 
taining expenditures for national de- 
fense, the increase in government 
expenditures in the current fiscal year 
are largely in the non-defense area. 

Labor is continuing to make annual 
demands on industry for increased 
wages and fringe benefits in excess of 


THe Orrice—January, 1959 


As financial and business leaders in our 
communities, we must help to preserve 
the faith of those who have not suc- 
cumbed to the fears of inflation, and 
we must work to restore the faith of 
those whose confidence in the ability of 
our nation to deal effectively with 
threats to its financial stability has been 
weakened. 


JOHN B. INGLIS 





productivity. A case where wages were 
increased and an annual improvement 
factor added was the settlement with the 
automobile companies. The companies 
have been forced to grant these de- 
mands in spite of the fact that their 
operating results for the last two years 
have not been favorable and there is 
considerable evidence of consumer re- 
sistance to high automobile prices. The 
indications are that labor leaders in the 
steel industry will present some exorbi- 
tant demands. These, no doubt, will 
result in a so-called compromise settle- 
ment which will bring increased wages 
and increased steel prices. 

The effect of this inflationary trend 
is that the cost of replacement of inven- 
tory and of plant are constantly increas- 
ing. Companies that have adopted the 
LIFO basis for inventory valuation are 
able, for income tax purposes, to 
recover current costs of labor and 
material out of current revenues. In 
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regard to plant, however, current de- 
preciation allowances are inadequate to 
enable industries to accumulate funds 
to replace present plants which, in most 
cases, would cost more than twice as 
much as the original cost. 

If productive facilities are going to be 
maintained, industry must recover from 
prices and profits sufficient funds to 
replace existing plant. The problem of 
accumulating sufficient funds to replace 
existing plant and to add to productive 
capacity is a very serious one and there 
will undoubtedly be a serious shortage 
of capital funds. In pricing its products 
and in recovering costs for future capi- 
tal expenditures, industry is confronted 
with an increasingly serious problem of 


maintaining its corporate existence. 

The problems arising in this inflation- 
ary era are of considerable concern to 
the National Assn. of Accountants and 
have been the subject of discussions 
in chapter and regional meetings. They 
are going to become even more im- 
portant as time goes on. The associa- 
tion, with its 138 chapters and over 
43,000 members, is trying to help mem- 
bers understand and reach solutions of 
these problems, which can be useful to 
industry and to our economic system. 
Our literature, conferences, 
lectures and forums are all aimed at 
helping members better in- 
formed on the basic questions affecting 
our country’s economic growth. 


research, 


become 


AFMA Aids Management of 
The Defense Establishment 


RAWLINGS S. POOLE 

President, Armed Forces Management Assn. 
Office of the Assistant Secretary of Defense 
(Properties and Installations), Washington, D.C. 


NQUIRIES ARE CONSTANTLY 

being received concerning the Armed 
Forces Management Assn.—what is it. 
what are its objectives, and what serv- 
ices does it render? This short article is 
designed to answer these questions. 

AFMaA, as it is popularly known, is a 
national, non-profit, professional organi- 
zation composed of civilian and military 
executives throughout the Department 
of Defense who are dedicated to the 
improvement of management in the 
defense establishment. It has chapters 
located at Armed Forces installations 
both in the U. S. and abroad. Its objec- 
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tives and achievements have the full 
endorsement of the Secretary of De- 
fense and Service chiefs. In a recent 
letter to the board of directors of 
AFMA, the Secretary of Defense ex- 
pressed the hope that the membership 
of the association would continue to 
increase and that enthusiasm for the 
achievement of its objectives would 
continue to grow; and that the Depart- 
ment of Defense would welcome the 
establishment of local chapters at every 
major defense installation. 

The association is a relatively young 
organization (six years old) which has 


THE Orrice—January, 1959 





recently entered the second phase of its 
development with the appointment of a 
full-time executive director’s staff, an 
expanded program of services to the 
defense establishment and membership, 
and provisions for closer liaison with 
industry and education. Vice Admiral 
Harry E. Sears, U.S. Navy (Ret.) was 
recently appointed AFMA’s first full- 
time executive director. 

The objectives of the association are 
“..to make a significant contribution 
to the existing programs of the defense 
establishment for improving efficiency, 
effectiveness and economy in the em- 
ployment of our national defense re- 
sources by: 

“Providing a means for the exchange 
of management knowledge, methods 
and techniques among the various ele- 
ments of the defense establishments, 
and between the defense establishment 
and industry. 


“Stimulating and encouraging indi- 
vidual and collective efforts for improv- 
ing management in the defense estab- 
lishment.” 

To accomplish its 
program of the association includes: 


objectives, the 


1. Distribution of Armed Forces 
Management, a monthly magazine de- 
voted to all phases of defense manage- 
ment and including a newsletter, to the 
membership and to a controlled list of 
defense establishment officials. 

2. Similar distribution of the Journal, 


AFMA quarterly technical periodical. 

3. An annual national conference 
with prominent speakers from defense, 
industry and education with exhibits of 
management and other affiliated defense 
equipment. 

4. Chapter activities, seminars, panel 
discussions, workshop projects and field 
trips including industry and educational 
institution participation. 

5. Professional guidance and educa- 
tion program for the individual member. 

6. Liaison with other associations, 
organizations and institutions having 
management improvement interests. 

The association reports that, by vir- 
tue of the full endorsement of its 
objectives by top defense officials and 
the increased interest created by its 
expanded program of services, member- 
ship has risen sharply. Applications for 
the establishment of six new chapters in 
the U.S. and abroad received 
recently and corporate memberships in 
industry rose 200% in the last few 
weeks of 1958. Regular membership is 
open to any military or civilian in the 
defense establishment interested in the 
objectives of the association, as are 
associate memberships to any reputable 
individual outside defense with like in- 
terests. Further information on the asso- 
ciation and membership therein may be 
obtained by writing to the Armed 
Forces Management Assn., Room 3D 
937, Pentagon, Washington 25, D.C. 


were 





OFFICE COLLECTION 


Why buy a present for someone who’s leaving, 

Who is being transferred through the whims of his wife? 
Let’s get a gift for the fellow who’s staying, 

Who'll be stuck in this spot for the rest of his life! 
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How Railroads Have Met 
Rising Clerical Costs 


J. I. BARNES 


Chairman, Accounting Div., Assn. of American Railroads. 
Controller, Baltimore & Ohio Railroad Co., Baltimore. 


N THE FIRST YEAR following 

World War II, 1946, the number of 
clerical employees on Class I railroads 
represented about 13% of total em- 
ployees. Because of the increase in 
paperwork since, clerical employment 
on Class I railroads presently represents 
about 15% of total employment. This 
increase has developed despite the vigor- 
ous efforts of the railroad industry to 
reduce clerical employment. 

The performance of railroad clerical 
work entails greater cost than paper- 
work in industry, generally because the 
pay of railroad clerks is higher. The 
average rate per hour of railroad cleri- 
cal workers in 1946 was $1.12; now it 
is $2.50. The rate of pay alone does not, 
however, fully measure the cost of 
clerical work. To the rate of pay must 
be added the cost of fringe benefits. 
Including such items, the present aver- 
age cost of clerical help on the railroads 
is about $2.75 per hour compared with 
$1.22 in 1946, an increase of $1.53 
per hour or 125%. 

In addition to the higher cost of per- 
forming railroad clerical work since 
1946, there has been a substantial in- 
crease in the volume of work. This has 
resulted principally from the enactment 
of legislation at national, state and local 
levels relating to taxes, reports, etc. 

In contrast to the increase in clerical 


cost, the average revenue per ton-mile 
—the selling price of freight transporta- 
tion, principal product of railroads—is 
now 1.516 cents which is only 0.538 
cents, or 55%, more than the 1946 
average revenue per ton-mile. The 
revenue per passenger-mile—the selling 
price of railroad passenger service—is 
presently 2.730 cents; only 0.783 cents, 
or 40%, more than it was in 1946. 
With such a wide disparity between 
the increase in cost of clerical work and 
the increase in the selling price of rail- 
road services, it has been necessary for 
railroads to develop new methods of 
performing clerical work to reduce that 
expense. Three avenues through which 
this was accomplished were: (1) elimi- 
nation of all but the essential work; (2) 
mechanization of the essential work to 
the extent possible; and (3) improve- 
ment in methods of performing work 
which has to be done manually. 
Mechanization has been the prin- 
cipal means of effecting the largest sav- 
ing through reducing the number of 
clerical employees. This involves the use 
of all types of office machines, depend- 
ing upon the character of work, the size 
of the company, etc. The rapid develop- 
ment of conventional punched card equip- 
ment, however, has been the most im- 
portant factor in reducing manual 
effort. The speed, capacity and flexi- 
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bility of punched card machines permits 
the centralization of large volumes of 
work which can thereby be performed 
at considerably less cost. The economy 
produced by this equipment results for 
the most part from the ability to obtain 
data for multiple purposes from the 
same card simply by changing the wir- 
ing diagrams of the machines. 

Mechanization is producing benefits 
to the railroad industry in addition to 
cutting clerical costs. A good example 
of this is the tape-to-card systems being 
installed by a number of railroads in 
their yards. Aside from reducing the 
number of yard clerks, these systems 
enable yard forces to improve the plan- 
ning of physical operations, and thereby 
lower cost and éxpedite the handling of 
traffic. In addition, information is pro- 
vided promptly to shippers and re- 
ceivers in connection with the move- 
ment of their freight; and valuable data, 
not previously available, is furnished 
management as a by-product without 
additional cost. 

The latest development in mechan- 
ized clerical work is the large, high 
speed computer which is revolutionizing 
the performance of paperwork. The 
capacity and speed of these machines is 
so great that days of clerical work can 
be reduced to minutes. Also, more com- 
plete information is provided faster to 
management for effective control of 
operations. While considerable time is 
consumed in programming work for 
the computer, this is a one-time cost 
unless there is a change in the basic 
procedures under which the work is 
performed. 

Not all railroads can realize the 
economy of the large computer because 
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the volume of clerical work may be in- 
sufficient to warrant its cost. The 
determination of whether a high speed 
computer would be economical must be 
based on an evaluation of many factors 
related to the individual railroad. This 
is particularly true of the smaller roads. 
Computers are undergoing such rapid 
development, however, that there ap- 
pears to be little doubt they will be 
available within a relatively short time 
in such sizes as to make their use profit- 
able for most any company. 

It is natural that efforts be concen- 
trated toward reduction of clerical cost 
as related to the internal activities of 
the individual railroad. Railroad traffic, 
however, moves from origin to destina- 
tion via through service over several 
roads as though both points were on the 
same road. This necessitates a large 
volume of clerical work, of a more or 
less similar nature, on the part of the 
roads involved, in the apportionment of 
the revenue, settlement of per diem, 
car repairs, etc. Economical accounting 
for these settlements requires standard- 
ized procedures between railroads. 
These have been developed through 
standing committees of the Accounting 
Division of the Assn. of American Rail- 
roads, and are constantly reviewed and 
revised to meet changing conditions. 

In a further effort to reduce the cost 
of railroad clerical work, the Assn. of 
American Railroads several years ago 
set up the special committee for simpli- 
fication of interroad clerical work. This 
committee was assigned the duty of 
studying the clerical work generated by 
interroad activities, regardless of depart- 
mental lines, with the objective of 
eliminating unnecessary work and sim- 
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plifying the essential. The committee 
has been very active since its formation 
and has accomplished good resuits. In 
addition to benefits from an interroad 
standpoint, the activities of the special 
committee have had the effect of im- 
proving related internal clerical pro- 
cedures of the individual railroads. 
Although the ratio of clerical to total 
employees on Class I railroads increased 
from 13% in 1946 to 15% in August, 


1958, the latest period for which the 
figures are available, there has been an 
actual reduction of 25% in the number 
of such employees since 1946. There 
are still many opportunities for further 
economy in performing essential office 
work, and these must be availed of if 
the regulated railroad industry is to 
keep its costs in line with its income. 
Extension of automation seems to pro- 
vide the means of accomplishment. 


Municipalities Have to 
Stretch the Tax Dollars 


GRANT BRUSH 


President, National Institute of Governmental Purchasing. 


Purchasing Agent, City of Austin, Texas. 


ee ECONOMY TREND by 


business is an old story to public 
purchasing agents. Municipal, county 
and state governments have always had 
to tighten the purse strings to make ends 
meet and, during the past year, empha- 
sis on this has been even more pro- 
nounced. The services given to the 
public by the cities, to cite a particular 
branch of government with which I am 
familiar, far exceed in value the cost to 
the taxpayer. The city must supply 
water, sewage, garbage pick-up, recrea- 
tion facilities, paved streets including 
repair of chug holes caused by traffic 
and rains, fire and police protection. 
These services cost money and the city 
is forced to supply them on a limited 
budget. 
The municipal purchasing agent must 
follow the motto of the National Insti- 
tute of Governmental Purchasing by 
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obtaining “more value for the tax 
dollar.” To get more value for the tax 
dollar, the purchasing agent must 
strictly observe these procedures: 

1. Standardization of general usage 
materials warehoused in a central stores. 
This allows purchasing larger quantities 
at substantial savings. 

2. Watch the markets and take ad- 
vantage of low price trends. 

3. Buy on yearly contracts where 
possible, thus minimizing paperwork 
and the costs of frequent bids. 

4. Streamline office procedures; elim- 
inate useless forms and red tape. 

5. Create competition by advertising 
for bids and encourage vendors to bid 
by being absolutely fair and impartial. 

6. Work closely with the department 
heads and engineers to effect every sav- 
ing possible, and obtain high quality 
at the lowest price. 
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Accountants’ Measurements 
Are Basic to Our Economy 


LOUIS H. PENNEY, CPA 


President, American Institute of Certified Public Accountants. 
Partner, L. H. Penney & Co., San Francisco. 


ONE ARE THE DAYS of the old- 

fashioned bookkeeper who would 
pride himself on his fine hand and 
sharp eye. From the familiar recording 
cash registers being used to ring up 
sales in small retail stores to the massive 
electronic computers being installed to 
keep the records of multimillion dollar 
corporations, bookkeeping has become 
more and more a machine operation. 

Machines with a flair for the miracu- 
lous and a disdain for sickness, boredom 
and error are taking the place of routine 
hand labor. In spite of these virtues and 
in spite of the ability of these electronic 
‘marvels to supply reams of financial 
information far beyond the capacities of 
the most industrious clerk, they should 
not be mistakenly thought of as 
“brains.” 

If anything, the machines are actu- 
ally dummies. They can do exactly what 
they are told to do; nothing more. The 
brainpower that tells the machine what 
to do, how to do it, and then interprets 
the machine’s work, is still human. But 
what kind of a human being is it that 
can hold the reins of these machine 
monsters, that can insure that these 
giant computers provide valuable dollar 
and cents figures? It’s generally the 
accountant. 

As automation caught the imagina- 
tion of the business community in 
handling record keeping operations, the 
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Rae. 
accounting profession was called upon 
to provide more rather than less service. 
The main job of the independent certi- 
fied public accountant used to be to 
check records to make sure there were 
no irregularities. This function is still 
important, but the business community 
now expects the CPA to supply many 
more, equally important, services. 

For one thing, a businessman operat- 
ing in 1959 is able to get more informa- 
tion faster, and consequently wants 
more information faster. Income state- 
ments prepared by CPAs at the end of 
the year are fine, but they show only 
what happened last year. In the vise of 
narrow profit margins, the businessman 
wants an income statement that will tell 
him how he did last month, so that he 
will have some idea of what he must do 
this month and the next month. 

Accounting... the presentation of fi- 
nancial information in usable form. . . 
ties together the diverse transactions of 
business. It provides the businessman 
with the basic facts of operation neces- 
sary to make decisions. Accounting 
records are the scoreboard of business. 
They indicate the points scored in each 
quarter of play, and how many more 
points will be needed to come out 
ahead at the end of the game. 

Electronic computers have enabled 
business to review its progress on a 
quarterly, or even week-by-week, basis 


85 








instead of year-by-year. For this reason, 
certified public accountants have been 
recommending the use of these ma- 
chines to their clients. But the business- 
man needs more than the data turned 
out by the machines. The skill and 
judgment of a CPA are required if 
financial information is to be interpreted 
so that it has meaning to management 
and can serve as a measure of business 
progress. His experience enables him 
to interpret factors which cannot be 
determined precisely because they are 
changing all the time, or because the 
dollar amounts of such items as 
obsolescense of plant, inventories in 
process or bad debt reserves can be 
only approximated by the use of trained 
judgment. 

One of the basic supports of our 
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CIENTIFIC PROGRESS has pro- 
S vided the momentum this past 
decade for a whirling merry-go-round 
of social, political, economic and tech- 
nical change. This prevailing period of 
progress reached a climax of unprece- 
dented heights in this International 
Geophysical Year, as scientists through- 
out the world released many secrets of 
the universe by pooling their discover- 
ies in such fields as meteorology, geo- 
magnetism and oceanography. It is not 
surprising, therefore, that our whole 
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whole economic structure are the mea- 
surements made by the certified public 
accountant. The banks review them be- 
fore establishing a line of credit. 
Security analysts and investors rely on 
them to estimate the value of corporate 
stocks and bonds. When a businessman 
pays his taxes, he must measure the 
income of his enterprise by accounting 
methods which show fairly the results 
of business operations. 

Electronic machines have added great 
impetus to the revolutionary develop- 
ments in accounting since the end of 
World War II. Without these develop- 
ments it would have been impossible to 
organize the cooperative activities of 
industry and government that have 
brought us to our present levels of pro- 
duction and capacity. 


Coordinate Automation 
With People and Education 


Vice President, Office Management Div., 

American Management Assn. 

Vice President and Secretary, 

Nationwide Insurance Companies, Columbus, Ohio. 


economy has reverberated to the tempo 
of the times. The competition of indus- 
try has perceptively reacted and quick- 
ened. This increased tempo, together 
with the demand for management to 
make effective and comprehensive deci- 
sions more quickly and accurately, has 
brought forth a need for a more modern 
concept of office automation. 
Automation as a tool is not new, nor 
is the principle of IDP or EDP. It is 
interesting to note that over 1900 years 
ago, the Romans used automatic 
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hydraulic float valves to regulate the 
water level in their reservoirs and tanks. 
However, recent giant strides have been 
made, particularly in the field of office 
automation. It is certainly true that, at 
dizzying speed, new developments are 
revolutionizing the entire philosophy 
and practice of office management, with 
new equipment, systems and procedures 
becoming obsolete as fast as they are 
installed. The only thing that remains 
constant is change. 

There is no real choice but toward 
continuing automation. I believe that 
automation is for all of us, in varying 
degrees, dependent upon the specific 
needs of our individual companies and 
the progress that is being made in the 
development of new equipment. Several 
areas of concern that naturally follow 
such developments have loomed large 
and challenging in the path of con- 
tinuing office management progress. 
When to apply the tools of automation 
has been a perplexing question. 

It must be understood that the auto- 
matic processing of data, by taking a 
succession of facts and subjecting them 
to a series of operations according to 
a pattern or formula, is simply another 
method of arriving at a desired result, 
often more quickly and inexpensively 
than prior developments would permit. 
It is not an entire means to an end. 
Proper progress can never be realized 
unless it is first determined that the job 
considered for automation should be 
performed by some means. This is the 
reason that, we, at Nationwide Insur- 
ance, put the large, powerful, “Why do 
that?” searchlight on every activity that 
might possibly be done with electronic 
equipment. We find that it is well to 
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consider the all-important “Value vs. 
Cost” in regards to all work done for 
policyholders, claimants, employees and 
for management control purposes. 

Much more could be said about the 
importance of being sure that we do not 
spend a great deal of time simplifying 
programs which should be eliminated 
entirely. A carefully planned, well estab- 
lished electronic program using modern 
IDP or EDP principles is a must for 
large companies who expect to keep up 
with their competition. We must not, 
however, let our interest in mechanics 
detract from recognizing the importance 
of capable clerical help, operating in a 
good business climate. 

There is no doubt that a successful 
clerical productivity improvement pro- 
gram—one that will make jobs easier, 
less expensive and more accurate—is 
dependent on proper attitudes. At all 
levels of management, we must believe 
in the program. We must believe that 
major savings are possible, and we must 
communicate to our employees our 
faith in these possibilities. 

All levels of an organization, from 
the president down to the messenger 
boys, are in a posiiton to make worth- 
while contributions in many fields of 
interest. The employee, whether he be 
president or office boy, must feel that a 
contribution is desired. He must be 
motivated to submit his ideas and his 
efforts. Such motivation depends largely 
on the establishment of proper attitudes 
and climates. 

It is not necessary to have a direct 
incentive plan for management and 
workers to be motivated to give their 
best. It is necessary that employees feel 
that their superiors want and expect im- 
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provement (either of ideas or produc- 
tivity), that such improvement will be 
known and appreciated. It is, of course, 
helpful to have a salary administration 
program which ferrets out and rewards 
those employees of a company, whether 
management or clerical workers, for 
abnormal contributions to the overall 
company effort. I have the firm convic- 
tion that if we want and expect im- 
provement, and establish the office 
climate in which improvement is en- 
couraged, we have in our employees 
the resources to attain many goals that 
are presently unrecognized. 

Employees’ suggestion programs, 
work standards, work measurement pro- 
grams and quality control programs all 
can be effective and useful tools in 
developing the desired incentive climate 
within our offices. We in industry must 
stress our belief that every employee in 
our organization can make a contribu- 
tion to work improvement. 

Actually our interest in providing 
good workers for our offices should in- 
clude an interest in the training ground 
of our future office help, our schools. 
Hand-in-hand with the increased com- 
plexity of our office is the ever-present 
problem of securing competent office 
help, who should be the product of our 
joint efforts with the country’s educa- 
tors. Our failure to respond, as the 
industrial leaders of the world, may be 
a high price to pay for our indifference 
towards the business education of our 
youth. Therefore, more of our interest 
should be directed towards helping to 
provide better training programs for 
youth in the field of business education. 

It is true that many businessmen and 
educators have for some time been seek- 
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ing a better understanding of each 
other’s problems in an effort to coop- 
eratively develop tomorrow’s business 
leaders. We have, however, only 
scratched the surface of this great 
project. Business corporations’ financial 
contributions to colleges and universi- 
ties during the 1956-57 period repre- 
sented the third largest source of 
financial support to colleges and univer- 
sities. This support is an indication that 
we in industry are beginning to realize 
our obligation in this area. We should 
more vigorously support programs 
through grants, scholarships and foun- 
dation studies that will help to raise the 
business teacher level as well as the 
academic level of our schools and uni- 
versities. 

Besides financial aid to education, 
there are many other things that busi- 
ness can do to assure the continued 
development of schools and the indi- 
vidual business school graduate. Busi- 
ness should participate in cooperative 
education by encouraging concurrent 
academic training and on-the-job train- 
ing; provide industrial personnel to 
schools and colleges to speak on class 
topics and conduct individual and group 
guidance conferences, demonstrating 
scientific processes and _ sponsoring 
special class projects; provide technical 
literature, bulletins and magazines to 
schools; provide business forms to 
schools, to eliminate the wide variance 
between the supplies used in schools 
and the supplies used under office oper- 
ating conditions. Business should open 
its doors to teachers and selected stu- 
dents to attend certain professional 
meetings, when topics to be discussed 
are of special interest. Business should, 
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whenever possible, offer employment to 


teachers during vacation periods in 


work related to their teaching fields. 
Business should participate in Educa- 
tion-Industry-Business Day programs 
which are becoming increasingly popu- 
lar throughout the country. Cooperative 
programs serve to develop a deeper 
mutual understanding between schools 
and business. 

The responsibilities of office manage- 
ment daily become more difficult and 
complex as we experience the many 


The Challenge to Office 
Management in 1959 


FRED A. SCHULTZ 


President, National Office Management Assn. 


Unity Mutual Life Insurance Co. of New York, Syracuse. 


HE OFFICE TODAY is faced with 

a real challenge in how to operate 
with an increasing degree of efficiency. 
The office manager is a very important 
part of the management team. More 
and more is being demanded of him. 
The National Office Management Assn., 
with over 18,000 members in 175 
chapters in the U. S., Canada and 
Mexico, is dedicated to the improve- 
ment and increased efficiency of office 
functions. 

Office management is faced with the 
real problem of how to keep its costs 
from rising and, at the same time, not 
impair its efficiency. The office manager 
not only has a responsibility to manage- 
ment for the highest degree of efficiency 
in the office, but also has a responsibility 
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. their operation, and 


social, economic and technical changes 
of our time. Even though this situation 
calls for a continuing examination of 
the scientific advances in office auto- 
mation, we cannot afford to neglect 
other areas of importance that are 
equally basic to the task of getting our 
job’ done. The application of sound 
business logic in the planning, program- 
ming and leadership of industry must 
still be performed by people. We should 
strive, therefore, to cultivate and de- 
velop tomorrow’s business leader today. 


Assistant Secretary, 





to those with whom he works to see that 
they operate under the most favorable 
working conditions, to see that they 
maintain the maximum efficiency in 
at the same time 
—to keep the cost of all office functions 
at its lowest possible level. 

Today, the office is becoming a more 
and more important part of American 
business life and, according to all sta- 
tistics, we now have one clerical worker 
for each man or woman on the produc- — 
tion line. There has been a substantial 
growth in the number of office workers 
in the past few years. The reasons for 
this increase are well known to all who 
are in management. There is a need on 
the part of the office manager to be 
increasingly aware of his responsibility, 
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and to gear his thinking and actions to 
this responsibility so that he does not 
have any more office workers than he 
absolutely needs. 

We find today that top management 
is looking more and more to the office 
for answers to many of its problems. Of 
course, much of this is tied into the 
data processing systems which have 
taken over many clerical functions and 
furnish top management with the 
answers to many of its problems via 
statistics and record keeping. The new 
concept is for the office manager 
through the use of this electronic equip- 
ment to furnish many of the answers. 

We are also finding today that we no 
longer have the out-and-out office man- 
ager, except in very few cases and 
usually in the larger companies. In- 
stead, the office management function is 
gradually being qualified as administra- 
tive management. Much of this is due 
to changing times as well as to the wide 
responsibilities of today’s office manage- 
ment function. This function includes 
among its responsibilities: office plan- 
ning and layout, accounting, purchase 
of equipment, selection of personnel 
and personnel relations, systems and 
procedures and, in many cases, man- 
agement of buildings along with all of 
the other facits of data processing oper- 
ations in the organization. All this and 
much more is increasing the importance 
and value of the office manager in the 
successful operation of the modern 
office, and makes the office manage- 
ment function increasingly important to 
top management. 

The office manager must be aware of 
the rapidly changing and _ increasing 
pace of electronic equipment which is 
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becoming a part of American business 
life. I think, however, we should not 
lose sight of the fact that, while the 
emphasis today is upon the electronic 
age, it will be many, many years (if 
ever) before the day comes when we 
will have the completely automatic 
office. Today we still need clerical 
workers to perform office functions and 
we must not lose sight of the role that 
the clerical worker plays in the day-to- 
day successful operation of the office. 
Management should not overlook that 
people, and efficient people, are still a 
necessary part of any well-managed 
organization. This is still, to a very large 
degree, the interest and responsibility of 
the office manager. How much he is 
aware of this growing responsibility has 
a real part in the success of his com- 


pany. 
We have heard much about the 
contribution that office management 


made in 1958 in reducing their costs 
of operation. The office manager found 
it possible, as a result of a very careful 
analysis of all the functions for which 
he had responsibility, to bring these 
costs down below what was expected of 
him, and did it without in any way 
impairing the efficiency of his office. As 
a result of his efforts, he was able to 
materially improve the profit picture in 
his company. 

I believe this year you will see that 
further analyses and studies will be 
made of how office costs can be re- 
duced. Many of these cost reductions 
will come about as a result of greater 
reliance on mechanical and technical 
equipment. Also, offices are finding that 
many operations which seemed so 
necessary when business was good, and 
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when there was no need to worry about 
the profit picture, have now been elimi- 
nated. As a result, we have a smoother 
and more streamlined organization. One 
of the good things, I believe, that has 
come out of 1958 and the problem of 
how to continue to make profits, was 
that business took a real look at how 
they could trim costs, spend less money 
and, at the same time, improve opera- 
tion. 


Modern Management 
Needs Modern Systems 


JOSEPH A. MacQUEEN 

President, Systems & Procedures Assn. 
Director of Organization Planning, 

Alan Wood Steel Co., Conshohocken, Pa. 


KNEW A SCHOOL TEACHER 
I who had 20 years’ seniority on his 
job and had been overlooked in the 
making of a promotion. Naturally dis- 
gruntled, he demanded to know why 
his 20 years’ experience had been over- 
looked. “My friend,” said the principal, 
“in reality you haven’t had 20 years’ of 
experience. You have had one year’s 
experience 20 times.” 

Such people are not uncommon even 
today. Systems engineers (which in- 
cludes systems analysts, managers, ad- 
ministrators, etc.) cannot possibly be 
successful if they fall into the above 
category. Management needs men who 
have enjoyed, and are enjoying daily, a 
full life of beneficial experiences, in- 
creased knowledge, improved tech- 
niques, reapplication and redevelopment 
of skills and tools, in order to more 
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We have found, as a result of our 
efforts last year, that it is possible to 
reduce office costs, and I am sure this 
trend will continue. The new year pre- 
sents the office manager with the chal- 
lenge to do just as fine and efficient a 
job as was done in. 1958. It also pre- 
sents to him an opportunity to increase 
his role as a part of the top manage- 
ment echelon of his organization. | 
know he will meet this challenge. 





effectively service its complex needs of 
planning and controlling for constantly 
improved performance. Progressive 
managements are looking more and 
more to the systems department where 
all problems can be reviewed for the 
overall good of management and are 
not tied down to the interest and view- 
point of any one department. 

What is a basic concept of systems? 
Many of us define systems as “that 
vehicle which enables management to 
fulfill its organizational purpose.” Good 
management is the result of a good 
systems function. Therefore, it is essen- 
tial to have a good vehicle through 
which management may operate at all 
levels of a business in every department 
and function. This managemnt vehicle 
is known as “systems.” 

Systems overlies and is a part of every 
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management action, formally or in- 
formally, directly or indirectly, con- 
sciously or subconsciously. Consequent- 
ly, a good systems function has the same 
goals and responsibilities as manage- 
ment. Since the source of many diffi- 
culties, misunderstandings and troubles 
in management are inherent to the 
organization itself, our obvious ap- 
proach is to scientifically diagnose the 
cause which has required a systems 
study and resultant procedures. This 
may include all or some of the follow- 
ing steps: 

1. Clarify the situation, including all 
the jobs and functions concerned. De- 
fine their responsibilities in each func- 
tion. Do they have comparable 
authority with their responsibilities? Are 
intra and inter-departmental relation- 
ships understood? 

2. Develop and define the objectives 
or goals desired. Establish performance 
standards, or statements of conditions 
that will exist when the system is in- 
stalled. In most cases, our job here 
consists of one or more improvements 
in quality, volume, service, cost and 
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future planning for further improve- 
ments. 

3. Review and evaluate what has hap- 
pened compared to what we want to 
happen. This phase of analysis is dia- 
grammed at the left. 

From the above illustration, if con- 
centration is too heavy on the machines 
and equipment, or in getting immediate 
action, or on pure ideas without prop- 
erly balancing the other aspects of our 
project, there is a likelihood of failure 
in our short and/or long range results. 

4. Determine the cost of all alternate 
solutions. Which will give us the best 
return on our investment? 

5. Decide on the best system (indi- 
vidual methods and procedures re- 
quired) which is most feasible to 
achieve success. All alternative solu- 
tions are now discarded and concen- 
tration put on the one approved. 

6. Determine and analyze what ac- 
tion has to be taken to correct or im- 
prove the situation. 

7. Assign specific responsibilities and 
authorities for action to be taken. 

8. Establish a time schedule or target 
date for each step. 

After making the above diagnosis, we 
then back off to view the whole picture 
and recap the systems installation as 
diagrammed on the opposite page. 

This type of an analysis emphasizes 
four major steps of a systems installa- 
tion from completion to successful and 
improved results. 

Notice that we did not say successful 
conclusion because improved results 
should be a continuing affair; if not by 
the systems man, at least by the line 
supervisor concerned with the function- 
ing of the system. Complete planning 
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is the first stage in any project. This 
involves all the fact, opinion gathering 
and track down of the problem before 
deciding where and which. way to at- 
tack, how to attack and the final de- 
velopment of the best approach to the 
best plan for execution. The second 
step picks up the execution and opera- 
tion of the plan for fulfillment of the 
desired results. Step three requires that 
we provide control points for proper 
supervision to assure proper execution 
of the plan. Step four is the most im- 
portant and yet the least used in any 
systems change or project development: 
a provision for reviewing periodically 
the results, making a complete appraisal 
to evaluate the actual results with the 
planned results and then properly utiliz- 
ing the information to re-plan for con- 
tinued improved action. This whole area 
requires reports and procedures be peri- 
odically audited to provide proper feed- 
back information for effective operation 
of the system or method. The feedback 
need not be voluminous or time con- 
suming, either in preparation or inter- 
pretation for action. The feedback 
should be short, pertinent, applicable, 
timely and directed for improved action. 
Step four appears to be the weakest 
link in any systems project. 


Proper utilization of the above will 
force us to work smarter instead of 
harder. When stage four has been ig- 
nored to the point that the panic but- 
ton is pushed, then systems people are 
required to put out a fire, viewing the 
situation as a completely new and dif- 
ferent project. However, if the system 
were designed to improve itself through 
it own cycle, as described above, dan- 
ger and warning signals would have 
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been observed, proper corrective action 
taken in time, and results would have 
continued to improve. 

Today the enlightened systems en- 
gineer has a variety of tools to aid him. 
Many are frequently changing names 
and identification labels. For example, 
one of the overall basic activities of the 
systems man involves the processing of 
data. This, in turn, has been more 
specifically identified as integrated data 
processing, electronic data processing and 
other similar stipulations. Modern tech- 
niques include the use of operations 
research or, as it is frequently termed, 
applied mathematics. This is simply the 
application of a scientific approach to 
the source of business problems em- 
bodying the use of appropriate mathe- 
matical techniques such as linear pro- 
gramming and many others. The ap- 
plication of this broad background takes 
the systems engineer into all phases of 
a company’s activities: administrative, 
corporate and operating; and into all 
departments: manufacturing, sales, pur- 
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Railroads Use Swapshop 
Seminar Technique 


J. V. WOLFE 


President, Railway Systems & Procedures Assn. 
Auditor of Expenditures, 
Chicago, Burlington & Quincy Railroad, Chicago. 


HE RAILWAY SYSTEMS & Pro- 

cedures Assn. is dedicated to the 
premise that the future of America is 
inexorably linked to the progress of the 
railroad industry. In this age of space 
exploration and great technological 
breakthroughs, the railroads are striving 
mightily to fulfill the demands imposed 
upon them now, while building for to- 
morrow’s railroad. In one way or an- 
other, such modern tools as infrared 
rays, nuclear emission and electronics 
are being put to work by the railroads 
to serve industry. To be sure, these 
applications are not industry-wide, but 
are indicative of the forward-looking 
management processes which are quiet- 
ly reshaping the railroad industry. 

It is the objective of the Railway 
Systems & Procedures Assn. to see that 
each new management technique devel- 
oped by other industries, or new appli- 
cation made within the railroad indus- 
try, is communicated to the rest of the 
industry. This is done by means of 
publications, swapshops, workshops, 
conferences and two general meetings 
each year. More often than not the 
subjects presented through these media 
presage their acceptance by the industry. 
For example, RSPA was among the 
pioneers within the railroad industry to 
advocate the use of electronic com- 
puters, almost before other industries 
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had begun to talk about their use. As 
this article goes to press more than a 
dozen railroads have large computer 
installations in operation or in the ad- 
vanced planning stage. 

During 1959 RSPA will continue to 
serve the railroad industry, its first 
major effort being the spring general 
meeting in March, when the theme will 
be “Integration for Cost Reduction.” 
This meeting will present cost reducing 
solutions to railroad problems through 
the use of interdepartmental adminis- 
trative systems and procedures. 

In all of its work, RSPA strives to 
present the best available answers to 
current pressing problems or future 
needs, which participants can accept 
and tailor as they see fit for their re- 
spective railroads. In addition to its 
continuing programs or workshops, 
where small groups of its members 
meet regularly to work on a long-term 
problem such as a “Common Language 
Freight Waybill,” the association plans 
to present seminars on such advanced 
management techniques as paperwork 
quality control, statistical analysis, ma- 
terials control, and information theory. 
Advanced techniques will not be its only 
area of education, for RSPA recognizes 
that, as in all industries, there is a great 
need for training middle management 
in the development and use of ad- 
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ministrative systems and procedures. 
During the year it plans to initiate a 
program which will meet this need. 
One of the many devices which 
RSPA uses in its educational program 
is the swapshop, in reality a seminar of 
RSPA members where the price of ad- 
mission is an actual program presenting 
a solution of the seminar topic. Par- 


ticipation is limited to one or two mem- 
bers from each railroad and each par- 
ticipant must furnish sufficient copies 


of his railroad’s solution to give one to 
every other participant. The result is 
that each person attending leaves with 
many well-documented working solu- 
tions to the same problem. Thus, on a 
long-term basis, this information ex- 
change works for greater standardiza- 
tion of railroad paperwork. Topics cov- 
ered by swapshops run the gamut of 
railroad problems, the only limitation 
being that the subject must be an in- 


(Continued on page 266) 


Aptitude Testing as an 
Aid to Office Hiring 


EARL D. McCONNELL 

President, American Society for Personnel Administration. 
Presonnel Administrator, Bendix Products Div.—Missiles, 
Bendix Aviation Corp., Mishawaka, Ind. 


PTITUDE TESTING, as it has 

gained in precision, has become 
widely accepted. Unfortunately, due 
largely to abuses in administration, it is 
still a matter of controversy and resist- 
ance in some organizations. I would like 
to explore the essential philosophy and 
procedures for aptitude testing, and 
highlight the factors which can make or 
break its use. By way of appropriate 
illustration, I have selected a case his- 
tory of a secretarial aptitude testing pro- 
gram. 

Anyone familiar with cartoon wit or 
afflicted with an office raconteur knows 
that secretarial testing is a wide open 
field for humor. Most of this consists of 
tired variations on the theme that per- 
sonnel department test standards con- 
form to the tried and true 36-22-34 
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formula. Since you’ve no doubt heard 
them all, we will spare you further 
excusions into the humorous aspects of 
checking secretarial aptitude. 

This specific case history involves a 
plant which initiated testing five years 
ago. At that time, it was expanding 


‘rapidly and management decided that 


testing would be a valuable adjunct to 
the selection process. Based on previous 
experience, a test battery was developed 
to check the general ability and initia- 
tive of secretaries, and specific secre- 
tarial skills including typing, dictation 
and transcription. This program was 
then put into effect with both the exist- 
ing secretarial group and new applicants 
taking the tests. 

The purpose behind testing present 
employees was, of course, to develop 
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norms which would be valid for the 
specific operation. There are certain 
critical factors in securing the coopera- 
tion of present employees for this pur- 
pose. This area, if handled improperly, 
can do irreparable damage to your 
program. The basic premise must be 
accepted that it is difficult to test people 
already on the job because: (1) em- 
ployees are naturally suspicious of the 
motives behind this procedure; (2) 
people generally take a dim view of 
tests. To offset this, the following steps 
were taken before testing the present 
employee group: 

1. Employees were assured that the 
program would be handled in a com- 
pletely fair manner. 

2. It was established that test scores 
would be kept absolutely confidential. 


3. Employees’ present jobs were not 
to be affected by the results of the test. 


4. Employees were told that the ob- 
jective of testing was to obtain statistics 
and set up norms for use in hiring 
people ...the purpose was to test the 
test, not to test the employee. 

5. Participation in the testing pro- 
gram was voluntary. Since the value of 
Statistics depends on completeness, every 
effort was made to persuade all em- 
ployees to take the tests. This was very 
successful and gained 98% participa- 
tion. 

Once test data was assembled, it was 
statistically analyzed and norms were 
established. Validation and correlation 
studies were made on all tests. In other 
words, a Statistical check was made to 
determine how test scores related to 
successful performance on the actual 
job. The criteria for success on the job 
used in these cases was a paired com- 
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parison performance rating made by the 
supervisor. 

The result of this analysis established 
that a correlation of .52 existed for the 
test battery. On this basis, they were 
confident that the tests could be helpful 
in selecting secretaries who were more 
likely to succeed on the job. Accord- 
ingly, the tests were used to assist in 
selection, placement and determining 
promotional possibilities. There are, of 
course, other possible uses, but those 
listed were considered most important 
in this case. It is significant to note that 
there was little attempt to use the tests 
as a rejection technique. The emphasis 
was on correctly hiring rather than 
rejecting applicants. 

After an applicant was tested, her 
scores were plotted on a profile chart 
based on the norms and a direct com- 
parison made with other secretaries 
presently employed. An attempt was 
made to find applicants with equal or 
higher scores than the existing secre- 
tarial group. It should be emphasized 
that the prospective secretary did not 
need to score at this level on every test 
of the battery. For example, all other 
factors being equal, if a girl didn’t test 
well on computation skill, it might be 
possible to assign her to a position with 
little or no requirement for handling 
figures. 

Generally, an average secretary was 
able to come within striking distance of 
the standards. There was plenty of room 
on the scale and, as indicated, a person 
was not expected to have scores of aver- 
age or better on all tests. Composite 
scoring is usually employed to average 
out all of the differences and indicate on 
the scale where the average would be. 

Experience has borne out the effec- 
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tiveness of these tests, when used 
correctly, to aid in securing and placing 
secretaries who will have a_ better 
chance of success on the job. For this 
reason, the tests were not only of benefit 
to the company, but also to the secre- 
tary involved. By helping to place her 
where she can be more effective, she 
enjoys more opportunity and attains 


more personal satisfaction from her 


work. 


Another important factor borne out 
by experience is the necessity of tailor- 
ing tests to the needs of the particular 
company where they are used. Failure 
to take this into account will almost in- 
evitably lead to a negative reaction 
rather than positive results within the 
organization. The crux of the situation 
is that tests, which may be successful 
in one company, are not automatically 
successful someplace else. One com- 
pany’s requirements and needs for a par- 
ticular type of secretary may be very 
different from that of another company. 
Therefore, whenever a testing program 
is used, statistical analysis is absolutely 
essential. Careful validation and corre- 
lation studies must be performed to in- 
sure a successful program. It must be 
kept in mind, however, that the objec- 
tive of this statistical analysis is to 
determine tests that help, and eliminate 
those which do not help, in selecting 
and placing secretaries successfully. 

Other conditions which affect the suc- 
cess of testing are timing and organiza- 
tional size. Tests are obviously more 
helpful when a company is expanding 
and adding a number of new secretaries. 
Conversely, the value of a testing pro- 
gram is not as high where employment 
is steady and few secretaries are added. 
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In offices where there may be only one 
or two girls, it is difficult to use tests, 
but it can be done. . 

One of the most critical points to 
remember is that aptitude tests for 
secretaries are only one tool of selection. 
It is essential to continue to use the 
employment application, check refer- 
ences and conduct careful interviews. 
Tests in no way replace these estab- 
lished methods. Tests simply supple- 
ment them. In selection and placement, 
you are dealing with the human element 
which, being complex, does not lend 
itself to easy analysis. So, any tool of 
selection and placement that will add 
additional facts to our knowledge is 
helpful and should be used. 


Finally, we come to that essential but 
elusive quality of motivation. A secre- 
tary may test very high, but she may 
not do well on the job because she 
doesn’t use her ability. Another girl with 
only average test scores may succeed to 
a greater extent on the job because she 
uses every ounce of ability and skill she 
possesses. High scores on tests cannot 
take the place of determination and the 
will to succeed. Scores on tests are only 
an indication of what a secretary can 
do—not what she will do. 


The purpose of this article is to place 
aptitude testing in perspective, not to 
propose it as a panacea. I have sug- 
gested factors which, in my opinion, 
are essential to the success of any test- 
ing program. The possible pitfalls and 
abuses which generate poor results and 
create hostility toward testing also have 
been brought out. Where an aptitude 
testing program is entered into carefully 
and administered wisely, it can be a 
valuable asset to personnel selection. 
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The Hidden Benefits of 
Our “Plus Account”’ 


GERRY E. MORSE 


Vice President, Personnel Div., American Management Assn. 


Vice President, Employee Relations, 
Minneapolis-Honeywell Regulator Co., Minneapolis. 


HE START OF A NEW YEAR is 

an appropriate time for each one 
of us to check his “plus account.” Too 
often office executives completely over- 
look this important asset. We are quite 
aware of our salary, our welfare plans, 
chances for promotion, organizational 
status, length of service and all the 
usually enumerated company benefits. 
But we usually miss one item that adds 
important value to our overall compen- 
sation. I like to call it our “plus 
account.” 

Let us say we are employment inter- 
viewers, or stenographers, or account- 
ants. On that basis, we will take a look 
at some of the items we may have in 
our plus account. First, we have a 
workplace, but we don’t pay the rent. 
Of course, our company pays for that. 
Or, if it owns its office building, it pays 
the taxes for us, provides maintenance 
and janitor service; keeps the building 
heated for us in winter, maybe even 
air-conditioned for us in summer. If 
we were self-employed as an employ- 
ment agent, a public stenographer, or a 
practicing accountant, we would have 
to rent our own office space, or buy and 
maintain a premises at our own expense. 

How often do we stop to think how 
much goes into our plus account every 
year in the form of supplies, such as 
pencils and paper, printed forms, envel- 
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opes and stamps, calendars, desk pads, 
or file folders? If we were in business 
for ourselves, we would have to be 
pretty good at employment, stenog- 
raphy or accounting to keep ourselves 
in the style to which we now are so well 
accustomed! 

What about selling our services? Per- 
haps we ought to say thanks once in a 
while to our company’s salesmen. We 
are directly dependent on their ability 
to bring in those orders which keep our 
employer going and which generate the 
customer dollars, not only for our pay 
and benefits, but for the items in our 
plus account as well. Even more im- 
portant, they put their time into our 
plus account. If we were on our own, 
we would have to take valuable time 
away from what we do best (interview- 
ing, stenography, or keeping books) 
and spend that time, and maybe some 
money, to find our own customers. 

Also, there are the items of equip- 
ment. Almost every office employee 
has a desk and chair. An interviewer 
has to have a table, counter or tablet 
arm chair at which his applicants can 
fill out their applications. Possibly he 
also has a testing set-up or a_ pre- 
employment physical examination room. 
The stenographer has a_ typewriter, 
maybe a transcribing machine, and one 
or more file cabinets. The accountant 
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may have an adding machine or a calcu- 
lator. He may even have access to an 
electronic computer which really runs 
into big money. So we are really lucky 
to have our company putting up the 
money for the equipment we use. If we 
were self-employed, we would have to 
do a lot of work to supply ourselves 
with the items we now take for granted. 


An item in our plus account, which 
sometimes we mistakenly regard as a 
liability rather than an asset, is the 
up-dating of our work. If we are like 
most people, we tend to resist change. 
When our work is changed to make use 
of better equipment or a more efficient 
system, we may be upset or even an- 
tagonistic. When we are thinking 
straight, we recognize that such changes 
are necessary periodically to meet new 
conditions. Without them, our company 
would sooner or later be out of busi- 
ness. Certainly if we were in business 
for ourselves, we would have to keep up 
to date. Otherwise, we would be in con- 
stant danger of losing customers to 
more progressive competitors. We would 
have to develop our own systems, im- 
prove our own procedures, and keep 
ourselves informed on what other firms 
in the industry were doing. So it is 
very much to our advantage to recog- 
nize the big assist we get from items like 
work simplification, operations research, 
organization planning, or whichever of 
the many new developments in improv- 
ing efficiency and productivity that our 
employer affords us. 

Finally, there is that matter of man- 
aging the business. Not many of us would 
welcome that job. Having it done suc- 
cessfully is a real plus in our account. 
We don’t have to raise the funds, set 
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the prices, meet the payroll, nor make 
the tough decisions that keep us profit- 
able and growing. We don’t have to 
worry about the slow-pay or no-pay 
accounts. Somebody in our manage- 
ment does those jobs, and does them 
well. Compared to the money worries 
of the self-employed, we really have it 
made. We do our work well, we get paid 
in full and on time. No question about 
it, that plus account is one of the most 
important elements in what we receive 
from our job. Furthermore, it’s not an 
asset that’s exclusively for the interview- 
er, the stenographer or the accountant. No 
matter what our position may be clerk, 
purchasing agent, receptionist, credit 
manager, salary administrator or in any 
one of the thousands of office occupa- 
tions—a New Year’s nod to our plus 
account is certainly in order. 
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RICHARD M. PAGET 


President, Assn. of Consulting Management Engineers. 
Senior Partner, Cresap, McCormick & Paget, New York. 


ORE AND MORE OFFICE man- 

agers these days are being called 
upon either to conduct systems and 
procedures studies themselves or to 
evaluate the results of such studies by 
others under their supervision. The ad- 
vent of automated office equipment and 
the developing concept of integrated 
data processing is accelerating this en- 
largement of the office management 
function. Ahead of the installation of 
automated equipment and integrated 
systems comes the necessity to analyze 
‘and redesign present office procedures 
to accommodate new machines and 
methods and to capitalize on their ad- 
vantages. 

Over the years, the management con- 
sulting profession, part of whose busi- 
ness it is to conduct systems and 
procedures studies for their clients, has 
developed certain guiding principles 
that have proved effective in arriving 
at sound solutions to systems problems 
and in getting those solutions into effect. 
Eight of the most important of those 
principles are cited in this article to aid 
office managers in conducting or evalu- 
ating systems and procedures studies of 
their own. 

1. Perhaps the most important prin- 
ciple of all is that the analyst adopt 
what we in consulting call the “systems” 
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approach to his study. He must recog- 
nize the interrelationship of all the dif- 
ferent systems in an enterprise. The 
purchasing system, for example, is 
dependent to some extent on the pro- 
duction planning system, which is de- 
pendent on the inventory control 
system, and this, in turn, is related to 
the sales and financial control systems. 

This systems approach is thus syn- 
onymous with top management per- 
spective. It brings to bear upon each 
systems and procedures study full 
knowledge of the interplay of all sys- 
tems in the company in order to develop 
the optimum solution for the company 
as a whole—not just for one functional 
area or organizational unit. 

2. The second guiding principle is 
that an orderly and logical plan of study 
be developed and agreed upon by all 
parties concerned before the study itself 
begins. The plan should specify the 
objectives of the study, its scope (what 
areas shall be included and what left 
out), the approaches and methods to be 
used (including a description of staffing 
arrangements), a time schedule for the 
accomplishment of various phases of 
the study, and the form of the final 
product of the study: whether it be a 
written report, an oral presentation of 


(Continued on page 260) 
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Budget Executives Grow 
By Participating 


HAROLD C. MASON 


President, National Society for Business Budgeting. 
Controller, 8. C. Johnson & Son, Racine, Wis. 


SE OF BUDGETING as a man- 
U agement tool has grown immensely 
since World War II until today it is 
logically said to be the keystone of 
management planning, and it will be 
even more important in the computer- 
ized business decision world of tomor- 
row. Budget executives, as such, were 
not overabundant in 1947, but a few of 
them foresaw the growth in the impor- 
tance of budgeting and decided they 
wanted a forum where they could meet 
with their professional colleagues to 
trade budgeting problems and solutions, 
using round table discussion where 
members could give as much as they 
receive, thus growing by participation. 
The feeling was that participation would 
develop members in a manner not pos- 
sible if they were simply lectured to 
by outsiders. 

So these men helped themselves, they 
formed NSBB. A midwestern group got 
together in the spring of 1947 and, as 
a result, three chapters of the National 
Assn. of Budget Officials were begun in 
Chicago, Milwaukee and Minneapolis- 
St. Paul. At about the same time, an- 
other group, independently, formed the 
Budget Executives Forum in New York. 
By 1950 these two groups had heard 
of each other and were merged into 
NSBB. Currently there are 29 chapters 
from coast to coast and several more in 
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various stages of formation. Member- 
ship now stands at about 1000 including 
about 80 in the member-at-large cate- 
gory who are generally located’ in areas 
considerably removed from _ chapter 
cities. 

To carry out the aims of NSBB, it 
is important that membership be re- 
stricted to those who can help while 
being helped, and this is done. The 
chapter admissions committee is con- 
cerned with this. Some chapters in 
smaller cities have as few as 15 mem- 
bers, but they feel that is enough. A 
round table can be large or small! 

In carrying out the growth by par- 
ticipation theme, NSBB has afforded 
members a chance to participate, not 
only in the chapter meetings but, in the 
organization and formation work that 
must precede a chapter. A good many 
men have had a chance, literally, to 
start a business organization in their 
city, with its attendant challenges and 
frequently greater satisfaction. The na- 
tional organization does not start a 
chapter in a given city. The need must 
arise among local budget men who 
foresee a chapter of NSBB as an aid tu 
them; then the national organization 
helps. 

The subject of how NSBB fits into 
the typical “overorganized” city fre- 
quently comes up. Other professional 
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business organizations, of course, deal 
at times with budgeting, but they are 
not specialists in budgeting and their 
dealings must necessarily be occasional. 
NSBB, on the other hand, is for execu- 
tives actively engaged in budgeting or 
its supervision, and chapter agendas can 
afford both to specialize and to run the 
gamut of budgeting. 

The national organization of NSBB is 
providing services to members and to 
the budgeting community but not all 
that it would like to. Many things com- 
pete for our limited national funds, but 
we do have, among other services, an 


administrative office (in Cincinnati) 
with a part-time paid staff, and a good 
magazine, Business Budgeting, with a 
part-time paid editor. Other services of 
long standing are the annual national 
conference, staffing of seminars, co- 
operation with business schools, and 
activities of our research committee. We 
intend to go forward, but for the pres- 
ent we are reasonably content to know 
that our chapters are the important 
thing and that they are helping budget 
men across the country become more 
professionally competent. They are 
helping themselves. 


Every Management Advance 
Increases Office Overhead 


PHIL CARROLL 


President, Society for Advancement of Management. 
Professional Engineer, Maplewood, N. J. 


E MADE NO productivity gain in 
W these United States in 1957, it 
was reported in Fortune Magazine. The 
usual 3% increase made in our shops 
was Offset by adding 250,000 to our 
overhead people. Many of these went 
into our offices. They add to our already 
too high office costs. 

You foiks responsible for our office 
operations may not agree that your costs 
are high. The facts are, however, that 
very few office managers have studied 
their operations. As a result, many still 
have the hidden wastes of work and 
time which we have been removing for 
many years from our shops. 

Budgets help some, but they are 
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dollar allotments. They neither specify 
what work is to be done, nor how often. 
More than that, budgets are used to 
measure costs by functions. Thus, dollar 
allotments are rarely altered to corre- 
spond to changes in product mix. This 
is a very important factor in profit or 
loss. 

What we need are “product costs” in 
the office. Take a simple example. We 
should know what our “paper mill” 
costs are for completely processing the 
customer’s order. Many companies lose: 
barrels of money on small orders. When 
I suggest they give their customers spare 
parts, my clients say, “You're crazy.” 
They can see, though, that if it costs 
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$4.75 to charge customers $.25, they 
lose $4.50 in the process. 

Many office operations are like ma- 
chine setups in the shop. Costs are 
about the same regardless of quantity. 
For that reason, we should know what 
they are. Then we will see that the 


arithmetic I just used should be 
changed. The trouble is that we insist 
upon one system when we need several 

We cannot afford one method in the 
shop. Jf we made tools for short runs, 
we'd go broke. Similarly, we should find 
ways to cut out most of the “paper mill” 
costs on small orders so we can make 
money on them. 

The outline of better cost analysis, 





OST BUSINESSES have been ex- 
M periencing declining profit margins 
resulting from lower sales volume or 
increasing operating costs, or both. 
During periods of this nature most 
managements quite naturally give in- 
creased attention to the various ways 
and means of cutting costs in factory 
and office. We study new systems and 
methods, new equipment such as the 
marvels of electronics, and follow all 
paths to eliminate waste and duplica- 
tion. This is all valuable and leads to 
better management and better opera- 
tions. There is one danger, however, in 
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sketched here for office work, applies to 
most overhead expenses. All should be 
studied. They are going up and up. 
Overhead costs are increased by every 
advancement in management. Their 
ratios are raised by every methods im- 
provement made in the shop. That ratio 
will be infinite if we ever get to auto- 
mation. 

Looking ahead, it seems apparent to 
me that we must increase our pace of 
studying and analyzing office work. We 
should hasten to utilize the tools that 
the shop has developed. Only with good 
standards for performing the necessary 
work by economical methods can office 
managers get low costs. 


The Value of Conventions 
In Times Like These 


W. D. BABCOCK JR. 


President, Insurance Accounting & Statistical Assn. 
Keystone Insurance Co., Philadelphia. 


that we can become so cost conscious 
in this program that we save present 
pennies and waste future dollars. 

It is tempting to easily reduce cur- 
rent expenses by eliminating or restrict- 
ing attendance at conventions and 
meetings by company representatives- 
but is it the correct policy? It possibly 
is correct as applied to some meetings 
and some individuals. It is certainly 
not correct when used as a blanket 
indictment to cover all situations. At- 
tendance at well-planned and well-bal- 
anced conventions by the proper indi- 
viduals should have greater value than 
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Donald MacGregor, Vice President — Production, Zenith Radio Corporation 
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THE MARKET DEMAND 
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gives management complete production 
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each day. This allows faster changes in 
scheduling, purchasing, and production. 
Deliveries to distributors go out on time. 
Capital isn’t frozen in large inventories. 


On the operating side, data from the 
production lines and the warehouse are 
‘captured’ in punched cards and fed into 
an electric accounting machine. The ma- 
chine prints on a 6-part Moore continuous 
form, actual performance and scheduled 
production for comparison. This is 
Zenith’s control in print. 


Build control with 


MOORE BUSINESS 


The new Zenith system has brought 
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In addition to the numer- 
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type vertical file for active 
filing, such as faster filing, 
no drawers to open and 
unlimited visibi 44 for 
faster reference, RFI brings 
you a filing system with 
oa future. Unlike the con- 
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eight shelves in a anu 
rigid cabinet, each Fi 
shelf file is a single basic 
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ever in aiding the company’s program 
to. combat declining profit margins. 
There is no better way for your officers 
and employees to be exposed to new 
ideas and methods than from the dual 
opportunities afforded at conventions to 
obtain information from both the busi- 
ness meetings and the personal contacts 
with other individuals having similar 
problems. 

Present financial conditions make it 
more important that officials responsible 
for arranging a convention provide val- 
uable business meetings, and that com- 
panies instill in their representatives the 
need to derive benefit from the meeting. 
The convention should not be organized 
for purely social activities, but should 
be well-balanced between business and 
pleasure. It is as incorrect to concen- 
trate completely on the business side, 
as it is to have everything social. 
Reasonable opportunities for relaxation 
should be provided but not conflict with 
the serious purpose of the meeting. 


The convention arrangers may pre- 
sent an extremely valuable and balanced 
program; but it still may fall short of 
giving the utmost benefit to an indi- 
vidual attending if he comes with a 
preconceived idea that it is to be a 
pleasure trip. This problem, however, is 
beyond the control of the convention 
manager and is solely the responsibility 
of the various company managements. 
Management should make certain their 
designated representatives thoroughly 
understand that they are selected to at- 
tend the meeting to obtain all the new 
ideas and information available that will 
be beneficial to their company. They 
are not selected merely to give them- 
selves an expense-paid vacation. The 
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delegated individuals should carefully 
choose (if there is a choice) the ses- 
sions that will be most valuable to them 
and should attend the sessions promptly 
with their minds alert, not dulled by 
lack of sleep the night before or with 
a stomach quivering from abuse that 
same night. 

You cannot receive full advantage 
from the convention, however, by 
attending the sessions only. An impor- 
tant and integral part of any gathering 
of this nature is the opportunity to 
know and become known to others at- 
tending who have interests similar to 
your own. Everyone at the meeting has 
a common purpose, so you should in- 
troduce yourself and talk with as many 
people as possible. Information gained 
from these informal, friendly discus- 
sions is frequently as valuable as that 
gained from the formal meetings. The 
man who goes to a convention and 
emulates a recluse is losing one of its 
prime opportunities. It is not necessary 
to be the convention playboy nor an 
extroverted backslapper. Rather, exer- 
cise genuine friendliness and interest in 
discussing mutual problems. 

If these dual requirements are met at 
a convention which is efficiently oper- 
ated and well-balanced, and if company 
representatives are fully instructed as to 
their responsibilities; then the answer 
to the question, “To go or not to go?” 
is definitely “Go!” It is more important 
now than ever before to make certain 
your company does not miss any oppor- 
tunity to accumulate information that 
may be beneficial to your operations. 
Attending a business convention is not 
an expense—it is an investment in the 
future. 
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Internal Auditor Develops 
Profit-Making Ideas 


WILLIAM J. LEHMANN 


President, Institute of Internal Auditors. 
Lockheed Aircraft Corp., Burbank, Calif. 


HE REAL OPPORTUNITIES in 

internal auditing today lie in the 
extension of the internal auditor’s work 
to the operating departments of his 
company. This growth in our field of 
work was recognized in the recent re- 
vision of its Statement of Responsibili- 
ties. Internal auditing in operating de- 
partments brings great opportunities to 
the internal auditor to be of real service 
to his management and to be able to 
demonstrate that service by making a 
specific contribution to increased profits 
in his company. 

Sometimes there is an impression that 
profits come only from increased sales. 
This, of course, is entirely incorrect. 
Sales are a prime necessity but, once 
sales are made, the problem is to pro- 
duce what is sold, deliver it and ad- 
minister the business with the utmost 
efficiency, so that as much as possible 
of the sales dollar carries down to that 
magic line—operating profit. Often- 
times, profits may be more readily in- 
creased by decreasing expenses than by 
increasing sales, since a reduction in 
production cost, transportation or ad- 
ministrative expense will carry down 
intact to increased profits. By contrast, 
an increase in sales will be reduced by 
direct manufacturing and other ex- 
penses in coming down to operating 
profit. 
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All of this is nothing new; it is men- 
tioned here to point out the fact that 
profit-making opportunities exist at any 
location in a business where employees 
work, where materials are handled, 
stored or sold. In other words, profit 
opportunities are everywhere; they 
exist in every department of every com- 
pany. They exist to a greater degree 
in some areas than others. 

I will start with the assumption that 
one of the poorest areas to show profits 
is in the traditional field of internal 
auditing—the financial departments. A 
major part of the work of these depart- 
ments is the post mortem recording of 
the effects of operations and decisions 
made by operating departments. Hence, 
the audit of the financial departments 
can produce direct profits only as (1) 
findings are made which lead to more 
effective operations in financial depart- 
ments and (2) as clues turn up in 
financial audits which lead to further 
possibility for profit in operating depart- 
ments. 

The simplest way to comprehend the 
field of operational auditing is to con- 
sider it as covering the entire business 
operation outside of the corporate 
service departments, such as account- 
ing, treasury, legal, tax and insurance. 
To put it on a positive basis, we will 
assume that we are presently concerned 
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with such departments as purchasing, 
traffic, manufacturing, engineering, re- 
search, sales and advertising. 

The cardinal sin of an_ internal 
auditor in approaching the audit of 
such departments is to act as an expert 
in the operating function to be audited. 
In advertising, the auditor may start 
with a chip on his shoulder because he 
doesn’t think much of some of the huge 
advertising expenditures, or doesn’t like 
the television program. If he has this 
attitude, the auditor had better stay out 
of operational auditing. He is practically 
sure to have his pseudo-expertness 
exposed, and to be the victim of passive 
(or active) resistance throughout his 
audit. 


The correct approach is to come in 
aS an expert in two things: control and 
knowledge of the company. The in- 
ternal auditor’s job—and he should 
make this clear to the operating execu- 
tive when he starts his assignment—is 
to examine, appraise and make recom- 
mendations regarding the control main- 
tained over their operations by the 
experts who head the operating depart- 
ments. He is interested in the answers 
to such questions as: Does the depart- 
mental organization provide effective 
control, with adequate checks and bal- 
ances? Do the departmental records 
show what happened, in a way that is 
intelligible and useful to operating per- 
sonnel? Do the departmental reports 
give a prompt, complete and accurate 
picture of departmental operations, in 
a form that is effective in understanding 
what happened and in assigning respon- 
sibility? These, and similar questions, 
must be answered by the internal audi- 
tor. To repeat, he does not appraise 
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operations, he appraises control. If con- 
trols are adequate and operations are 
poor, the controls, such as reports, will 
bring out the facts to management as 
the basis for decision and action. 

His other field of expertise is the 
internal auditor’s broad knowledge of 
his company. The bigger the company, 
the better the chance that the internal 
auditor is one of the very, very few em- 
ployees with a working knowledge of 
what is going on in all the departments 
and divisions of his company. He will 
be fortified in his work and his findings 
through knowledge of how similar 
operations are handled and controlled 
elsewhere in his company. In working 
in a specific operating department, he 
has in mind the manner in which the 
work of that department fits into the 
company pattern. 


With training and experience in the 
field of control, and with background in 
the organization and operation of his 
company, the internal auditor can make 
a constructive contribution in any 
department and reveal many ways in 
which profits of the company can be 
increased. . 


In the appraisal of control, it is 
essential that the internal auditor have 
or acquire a general knowledge of the 
functions or operations which the con- 
trols are intended to cover. If he does 
not have this, his audit will be a more 
or less routine comparison of what is 
being done in the way of control 
against some set of control standards 
that the auditor has in his mind. Some- 
times auditors are inclined to shy away 
from the study of operations, fearing 


they will lose the confidence of opera- 
(Continued on page 282) 
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Now—in telephone colors. Frees 
both hands. Easily attached and 
adjusted. Fits all phones. 


ALSO ... MORRISTAR BALL PEN DESK SET 
—Space Age Styling © MORRIS ASH TRAY— 
Extra Large Size @ SAFE-T-SET—Nonspill Pen 
And Ink Set. 


ol... BERT M. Morris Co. 


Los Angeles, California 
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Better Communications 


Needed for Accounting 


MARTIN C., POWERS 
Executive Secretary-Treasurer, 
Federal Government Accountants Assn., Washington, D.C. 


HE ACCOUNTING PROFESSION 

has a never-ending need for im- 
proved communications. The profession 
stands only to gain through more 
effective dissemination of information 
to people; both externally, to the lay 
public, and internally, amongst account- 
ants themselves. Accountants are prone 
to “talk to themselves” at their meetings 
and in their publications. Far too often 
they fail to put across to the public the 
nature of their work and its importance 
to operations of business and Govern- 
ment. 

This communications deficiency per- 
tains both to the accounting profession 
itself and to its tools. Ask ten average 
persons what an accountant is and from 
nine of their replies you might get the 
idea he is a sort of second assistant 
cashier. Ask what an automatic calcu- 
lator or electronic data processing sys- 
tem is, and most of the answers would 
have you believe these equipments are 
Satanic schemes to put office employees 
out of work. 

Both sets of answers are false, of 
course. The recent national symposium 
of the Federal Government Account- 
ants Assn. brought out the truth on both 
scores. It emphasized the key role of 
the Government accountant—that is, 
the budget officer, controller, auditor, 
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accountant or similar financial adminis- 
trator—in Uncle Sam’s_ unparalleled 
effort to maintain domestic prosperity 
while, at the same time, safeguarding 
the heritage of liberty throughout the 
world. The symposium made clear that 
success in America’s mighty civilian 
and military missions depends in critical 
degree on the skillful management of 
Federal funds, the husbanding of the 
Government's resources; sound controls 
of production, storing and distributing 
defense materiel, and the like. 

Similarly, those who attended the 
FGAA symposium could not fail to be 
aware of the vital boost which Ameri- 
can business and Government will gain 
from proper utilization of new elec- 
tronic data processing devices. Regard- 
ing the potentials of office automation, 
only the surface has been scratched; 
but it is obvious that the wizard 
machines now coming into use hold the 
promise of a managerial revolution in 
business and industry, which can add 
incalculable strength, flexibility and 
resourcefulness to our already great 
organizing genius. 

How can exciting facts like these be 
conveyed to the public so that people 
will understand and appreciate them? 


Unfortunately, not only do _ most 


(Continued on page 248) 





The Computing Field Will 
Continue Its Expansion 


R. W. HAMMING 


President, Assn. for Computing Machinery. 
Bell Telephone Laboratories, Inc., Murray Hill, N. J. 


HE Association for Computing Ma- 
et is an international organi- 
zation of over 4000 members which 
was formed about ten years ago to 
further the field of computing machines 
and their use. In performing this func- 
tion, national and local meetings are 
held regularly. The association pub- 
lishes the Journal of the Association for 
Computing Machinery which appears 
four times a year and contains technical 
papers on various aspects of computers 
and their use, as well as Communica- 
tions which appears monthly and is 
somewhat less formal in content. 

The growth of computing in this 
country has been explosive in recent 
years and many installations every year 
do almost double the volume of work 
that they did the previous year. When 
this is added to the number of new 
computing installations that are started 
each year, it is apparent that computiaz 
is rapidly becoming one of the central 
features of our civilization. 

The number of persons working in 
the field is also increasing though not 
so rapidly. This effect is a result of 
better machines and more efficient 
means of coding problems for them. 
The breadth and variety of applications 
is also rapidly increasing. In all these 
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matters, ACM has taken a leading part 
in the past and plans to continue to do 
so in the future. 

In the early days of computing, each 
installation tended to go its own way. 
With the increasing size of operations, 
sensible economics has forced close 
cooperation between various users, even 
in such hotly competitive fields as air- 
craft design and manufacture. As a re- 
sult, there are a number of user groups 
that coordinate their efforts and co- 
operate in the exchange of programs. 

The evolution of the field of com- 
puting has been so rapid and widespread 
that the lone individual can no longer 
find his way around unaided. It is one 
of the functions of ACM to help co- 
ordinate and organize matters so that 
the individual can obtain help and 
guidance from others who know about 
various aspects of computers and their 
use. It appears that at present we are 
in the early stages of a great technolog- 
ical change, and any forecast of the dis- 
tant future is not likely to be accurate. 
But it seems safe to say that the growth 
in size and scope will continue for a 
long time, and that the patterns of co- 
operation we are now working out will 
influence our way of life in a very pro- 
found manner. 
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How | GrayLine 





« 


simplified Expense Reports 


help you meet 1959 income tax requirements 


THEY COST SO LITTLE 
ORDER TODAY! A year's supply — 50 


weekly sets—in plastic envelope to keep them 
clean and handy. Also available in boxes of 
500. Ask for Wilson Jones No. 44-950. 


WILSON JONES 


BETTER BUSINESS FORMS... EASIER TO USE 
For More Information Circle No. 209 


You will co right by yourself and stay right with 
Uncle Sam by keeping a complete, accurate 
record of your 1959 deductible and reimbursed 
expenses with GrayLine “Snap-A-Way” Expense 
Report forms. 

2-part “Snap-A-Way” form provides quick, accu- 
rate record in duplicate . . . with one writing. 

All headings are there for easy, fast recording. 
Auditing space on back of employer’s copy. Com- 
plete, time-saving summaries ready when prepar- 
ing your tax return in 1960. 

GrayLine “Snap-A-Way” Expense Reports cost 
you less than 4¢ per week. If your stationery 
dealer cannot supply you, mail coupon. 


WILSON JONES COMPANY 
209 South Jefferson Street, Chicago 6, Iilinois 


Please send me a Free sample Expense Report Form 
and complete information about it 


Name 


Address 


Our usual office supply source is 





Successful Automation 
Depends Upon People 


JAMES H. DONOVAN 
President, National Assn. of Credit Management. 
Assistant Treasurer, Jones & Laughlin Steel Corp., Pittsburgh. 


ITH EVIDENCE of economic re- 
W covery and more keenly aggres- 
competition, automation today 
becomes as significant in office and 
credit operation as in production. Each 
departmental office should be modern- 
ized with the latest available equipment 
that is necessary and adaptable as tools 
of trade for speedy and accurate service. 
This should aid in getting products or 
services to the customer as quickly as 
possible with minimum delay and error, 
and resultant savings of clerical time 
and operational costs. Thus each depart- 
ment can become competitive and con- 
tribute its full relative share to net 
earnings. 

Automation 
modernization 
credit operation, it can mean improved 
controls and simplification of routine 
duties in handling invoices, accounts 
receivable, ledger records, statements, 
payrolls, accounts payable, and in other 
areas Of consistent adaptation. In the 


sive 


factor in 
office or 


maximal 
because, to 


is a 


broader sense, automation attempts to 
fit standards and principles of scientific 
thinking into business operation by pro- 
viding a concept of approach to the 
understanding and solution of problems, 
by applying logical scientific program- 
ming to overall workflow, and by cal- 
culated study and evaluation by replace- 
additions to, 


ment of, o1 single units. 


Specifically, automation has achieved 
satisfactory results in many companies 
by producing statistical data faster, im- 
proving inventory control, saving time 
and labor, improving accuracy, reduc- 
ing costs, tightening controls of methods 
and procedures, and developing opera- 
tional research for the objective evalua- 
tion of both significant business data 
and program planning. Mechanization 
alone does not supply the entire answer 
to the tremendous advances in the 
processing of clerical work, which per- 
mit sending an order by wire at 800 
words a minute, reducing millions of 
punched cards to a few reels of mag- 
netic tape, storing millions of characters 
in a robot brain for lightning calcula- 


tions, erasing errors electrically. Give 
much of the credit to integrated data 


processing. 

Integrated data processing, another 
form of automation, and electronic data 
processing go beyond the speedinz up 
of a specific operational movement; they 
coordinate disparate processing activi- 
ties into a meaningful whole and be- 
important factors in decision- 
making. IDP at work may adapt a 
tried method to untried areas of opera- 
tion, or may apply a new method to 
routine procedures but, in either case, it 


come 


need not improve one department or 
area at the expense of complication of 
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Postage costs up 15 to 100 per cent! 


SLASH THEM IN HALF 
WITH TWO-SIDED DUPLICATING 


Postage rates have been increased 15 to 100 per 
cent...a painful bite out of tight operating budgets. 

But with the Multigraph Multilith Offset Duplicator 
Model 1275, you can overcome this rate increase. By 
duplicating both sides of the sheet in a single machine 
run—you cut bulk in half. You slash both your mail- 
ing and duplicating costs... without sacrificing quality 
or effectiveness! 

The versotility and operating speed of this tandem 
model—virtually two machines in one—make it ideal 
for almost any kind of duplicating where flexibility 
ond fast production are required. One operator can 
double ordinary machine production, while maintain- 
ing highest quality. 





Cutting costs 
is our business 








Tell your story on both sides of the sheet. Cut mail- 
ing expenses... paper costs... duplicating costs . 
with no sacrifice in effectiveness . . 
Model 1275! 


. with the versatile 


In addition, you can produce in a single 
machine run... 
e The same color on both sides of a sheet 
e A different color on each side of a sheet 
e Two colors on the same side of the sheet 
e Back and front of business forms 
e Fixed form and changing imprint 
For complete information about how you can cut 
costs with the flexible Model 1275, contact the Multi- 
graph office nearest you 


Multigraph Multilith Offset Duplicator 
Model 1275 
One in a complete line of 
seven major models 


© 1959 A-M Corporation 
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*Trade- Mark 


Addressagraph-Multigraph 


OFFICE 
AUTOMATION 


that pays for itself... 


TODAY'S MIRACLE DICTATING MACHINE 


ONLY WITH REX — 
You make thousands 
of crystal-clear 
magnetic hi-fi 
recordings 

on one disc. 

No tape or wire to 
spill or break. 

No Eavesdropping- 
No Conflict with 

old dictation... 
Magic bar erases old 
dictation in one sweep. 


REX RECORDER with automatic push- TEST REX REX RECORDER erases mistakes . . . auto- 
button control is the most modern dic- matic place location, end-of-disc signal, 
tating system any office can use. The IN YOUR record/stop anytime with push-button 
Magic Eraser permits re-use of a single OFFICE ease. Unusual economy! See YOUR ADM- 
unbreakable disc thousands of times! REX DEALER TODAY—he’ll gladly demon- 
Insert or remove the disc in a flash. 3-DAYS strate the REX RECORDER at your office 
Perfect, simple operation : FREE! Test the REX 3 days without obligation. 








«€ “PRINTESS” PHOTO COPIER 


Famous Throughout the World 


Designed for everyone . . . For use by everyone. 
“Printess’’ makes copies in 4 seconds! Gives 
perfect copy from the very first time. No muss 
no fuss—no mistakes! Use ‘‘PRINTESS” any- 
where, in any light for more copies per minute 

Copies anything—crayons, all colors, pencils, 
ink—at low cost! 





DEALER SERVICE =@merican 51 West 45th St. 
sael-lelele}-lelehs ictating New York 36, N. Y. 


THE U.S.A. PW RBachine co., inc. | MUrray Hill 4-3554 
business machines 
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the work in another department. 


Yet the IDP age has just begun, says 
Frederick R. Kappel, president, Ameri- 
can Telephone & Telegraph Co. “We 
expect that, as time goes on, the amount 
of communication between machines in 
different cities may be as large as the 
amount of communication between peo- 
ple.” And a spokesman for another 
company visualizes data flowing into an 
electronic ledger as it is created me- 
chanically on a continuous basis, “with 
the ledger always up to date, with 
every fact in it immediately available 
by means of electronic interrogation.” 
Add to this the growing recognition by 
business machine manufacturers, forms 
designers, communications industries 


and businessmen generally that the inte- 
grated functions of data processing 
equipment are a basic need. 


Apart from large electronic com- 
puters, another approach to the paper- 
work problem is the use of intercoupling 
devices which connect conventional 
business machines to each other — for 
example, an accounting machine con- 
nected to a tabulating card punch. A 
little more than a year ago, the Credit 
Research Foundation of the National 
Assn. of Credit Management made an 
extensive study of automation and 
punched card equipment in credit de- 
partment handling of accounts receiv- 
able, to determine automation’s control 
of the constantly increasing and over- 
whelming work of credit operation and 
accounts receivable control. This study 
conclusively showed that such operation 
would be economically feasible where 
adaptable with possible modifications, 
and would eliminate the peaks and 
valleys of departmental operations. 
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Not the least of the advantages 
accompanying automation is the freeing 
of the credit executive from close super- 
vision, enabling him to devote more 
time to the customer in the field, to visit 
and counsel, to analyze and understand 
individual situations—all in the interest 
of developing more sales and wider dis- 
tribution of products or services to 
increase sound profit volume. Lt. Gen. 
Leslie R. Groves, vice president, Sperry 
Rand Corp., says that “automation in 
the office is nothing new; it started when 
man began to count his fingers . . .” He 
adds: “So often, timidity takes over 
when automation is brought up. This 
springs from the human being’s ever- 
present fear of change.” 

Concern on the part of office and 
factory workers that increase of auto- 
mation means decrease of jobs has been 
largely disproved. While some shifting 
of personnel has followed, automation 
has increased production in both office 
and plant, and greater production in an 
expanding economy can contribute to 
business growth. Yet, claims continue 
to be made that office automation will 
prove the “Achilles heel” of the office 
worker, coupled with concern for the 
effect automation will have on the daily 
lives of clerical employees. 


The continuing success and effective 
use of automation depends upon people 
—those who have the responsibility for 
its technical functioning and those who 
interpret and apply the results of that 
operation. Business is people, credit is 
people and automation is people. People 
are individuals, human beings with 
thoughts, reactions, worries and normal 
responses to stimuli. They have the 
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OR 35 YEARS, the National Assn. 

of Bank Auditors & Controllers has 
been waging war on bank fraud and 
obsolete operating techniques through 
its monthly publication, Auditgram; its 
numerous technical publications pub- 
lished each year; its four regional and 
one national convention each year; its 
exceptionally fine staff of technical men 
at NABAC Headquarters in Chicago 
constantly aiding the individual bank in 
its operating and control problems; and 
through its 171 local conferences com- 
prising more than 5500 bank members. 
However, while these traditional “wea- 
pons” were successful, the association’s 
management continued to seek new 
ones to aid its membership. This seek- 
ing and searching for better ways of 
fulfilling its purpose of “conducting 
research and fostering education for 
improved operating techniques and for 
the perfection of bank auditing and 
control” germinated the idea that was 
to mushroom into what is now known 
throughout the banking fraternity as 
the NABAC Research Institute. 

It was the word “research” that in- 
duced the association’s management to 
ask the Armour Research Foundation 
of the Illinois Institute of Technology 
to conduct a preliminary six-month sur- 
vey to determine the feasibility of con- 
ducting professional research in bank 
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Institute’s Research in 
Bank Record Keeping 


FRANKLIN D. PRICE 
President, National Assn. of Bank Auditors & Controllers. 
Vice President, Texas National Bank of Houston. 


operations. After six months of con- 
centrated study, the foundation reported 
that the need for such research was 
“overwhelmingly demonstrated.” They 
pointed out that “the banking industry 
is faced with the necessity for increased 
efficiency and resultant lower costs. In- 
creased volume of transactions, vigor- 
ous competition from other institutions, 
higher salary levels, and shortage of 
trained personnel all require that bank 
management be cognizant of techniques 
which are available or can be made 
available to effect greater savings.” 

Thus, in October, 1957, NABAC’s 
board of directors authorized estab- 
lishment of the NABAC Research In- 
stitute as a division of the National 
Assn. of Bank Auditors & Controllers 
to conduct research into industry-wide 
operational problems and seek to estab- - 
lish standards that can be used by all 
banks. Management needs facts to 
evaluate alternatives to present opera- 
tions and systems. Many alternatives 
involving manual procedures and new 
types of automation are being discussed. 
But up to this time there was no indus- 
try-wide, authoritative information to 
use in the discussion. NABAC created 
its Research Institute to provide just 
that. 

Within weeks of the announcement of 
the establishment of the institute, and 
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FACIT 
INC. 


ae 


“WHAT! Just $99 for a calculating machine? 


"Hey! That's a real buy! 


le EAA AAO 
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All the famous Odhner features are here for only $99! Compact 
design, light and sturdy precision-crafted Swedish steel, and best of 
all . . . ease of operation. Designed for simplicity, the compact 
hand-operated machine, Model 227, performs all calculating 
functions, from the simplest to the most complicated, such as 
simultaneous multiplication and square roots. Outstanding feature 
of the machine is a “‘back transfer’’, time saving device, which 
makes it possible to perform repeated (chain) multiplications, 
such as simpie and complex discounting calculations. 

Sure as one plus one equals two . . . this $99 Odhner Portable 
is the perfect calculating machine for everyone who makes it 
their business. See the Yellow Pages for your nearest 
Odhner dealer, or write: 


404 Fourth Avenue, New York 16, or 
235 Montgomery Street, San Francisco, Calif. 
For More Information Circle No. 239 
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well before the membership campaign 
drive had even begun, banks through- 
out the country voluntarily offered 
financial support and had become mem- 
bers of the institute. The membership 
campaign was Officially begun late in 
December, 1957, and by the middle ot 
last January, was in full swing. The 
February issue of Auditgram was able 
to report 196 banks had joined the 
institute during the first month of the 
campaign and that dues had already 
totaled 25% of the first year’s budget. 
This was a gratifying response to what 
a few months previously had been only 
a dream, for this meant that NABAC’s 
newest weapon was in position, ready 
to be fired at the countdown. 

By last March the membership had 
increased to 440 banks with more than 
50% of the first year’s budget under- 
written. Thus the association’s executive 
committee decided that the time had 
come to launch the NABAC “missile.” 
The committee authorized the institute 
to begin operations “as quickly as possi- 
ble.” The association’s executive direc- 
tor was authorized to recruit and 
employ a director of research and a 
research staff, and to enter into a 
contract with the Armour Research 
Foundation of Illinois Institute of Tech- 
nology to start the first research project: 
the function of demand deposit ac- 
counting. Armour was chosen to begin 
the research to prevent a delay in 
getting the actual research under way 
while the institute’s staff was being 
recruited. 

It was felt that before the cost and 
efficiency of automatic data processing 
equipment could be meaningful, some 
means must be available for evaluating 
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present manual procedures. While it is 
often true that conversion from a 
manual to a semiautomatic or automatic 
system appears to offer substantial sav- 
ings, it is also true that such conver- 
sion almost always includes a systems 
change. Converting from a dual posting 
demand deposit accounting system to 
“tronic” equipment, for example, also 
includes the more basic change from 
dual posting to single posting. Savings 
are a result of both the changes in the 
system and techniques, and the actual 

echanization. Thus the true savings 
resulting from mechanization per se can 
often be deceiving. Comparative data 
must be available to indicate the relative 
efficiencies and costs of the various 
types of manual systems in use. 

The dual posting fully deferred 
method was chosen for the initial in- 
vestigation because it is the most com- 
monly used manual method in _ the 
banking industry. The object of the 
program was to examine a composite of 
this system in sufficient detail to obtain 
factual data regarding the time and 
techniques for performing this book- 
keeping function in an optimum manner. 


Last May the Institute’s Board of 
Trustees were elected and on May 10 
they held their first meeting in Chicago. 
The research team, comprised of 
Armour and NABAC men, immediately 
thereafter began visiting banks of all 
sizes throughout the country gathering 
data relative to the first study. As the 
Armour-NABAC research team traveled 
across the country gathering data, the 
institute’s board of trustees began ap- 
pointing its staff. In July, Richard A. 
Byerly, formerly director of methods 


(Continued on page 257) 
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NOW! A NEW DIMENSION IN PHOTOCOPY... 


QUANTITY 


Now you can make five, twenty, an 
Mad infinite number of copies—from just 
one master. Each copy is as clear, 
crisp and distinct as the original. File 
the master. Make copies years from 
now. You'll get perfect results every 
time. Copying with the PolyCopy 
process is simplicity itself. You use 
only one sheet. Peel-apart is 
eliminated. Cost of copies is cut in 
half. Copying time is slashe 

all the way. 


REVOLUTIONARY 
POLYCOPY 
PROCESS 
PRODUCES 
UNLIMITED COPIES 
FROM ONE 
MASTER... 
AT HALF 
THE COST! 

















Now you can have 
Cormac copy quality—the finest... 
Cormac quantity—the most! 


If you have held off buying a 
photocopy machine because of 
production limitations, hesitate no 
longer. If you have a photocopy 
machine but not a Cormac, 

you can adapt the PolyCopy 

process to it. And—if you own a 
non-photocopy machine, trade it for a 
Cormac with the PolyCopy process. 
Get photo-sharp, permanent black 
and white copies which skip nothing 
—with the new dimension of 
unlimited quantity! 


The PolyCopy Process is Exclusive 
with Cormac! 


MAIL COUPON, TODAY! 


CORMAC PHOTOCOPY CORPORATION, Dept.4s 

















| 
I 80 Fifth Avenue, New York 11, N.Y. | 
; | want to see a demonstration of the | 
| revolutionary PolyCopy process. | 
PolyCopies are made by the | No obligation, of course. | 
PolyCopier, an = y | Oo Send me FREE brochure,"'The PolyCopy 
to existing cquipment. tory’, 
Only $79.50. | ee \ 
i Name__ | 
| Title | 
Cc ORM AC 1 Company | 
1 address = ol 
PHOTOCOPY CORPORATION ] | 
, j La s 
80 Fifth Avenue, New York 11, ORegow 5-9310 Se allie ace ntes adele ant in ee Weiictadh a da 
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LESTER E. HILL 





E WHO HAVE BEEN in this 

field for a number of years can 
readily see the evolution of punched 
card processing into the newer and 
more potent tools: the electronic com- 
puter and point-of-activity recording 
equipment. It has always been our 
philosophy that the scope of machine 
accounting covers all phases of the 
mechanization or automation of data 
processing. With this as a background, 
I believe that a projection into the 
future is relatively simple. When we 
consider the exciting and intriguing 
aspects of using the new tools and what 
they can do for business data process- 
ing, we can only arrive at the conclu- 
sion that our future is bright indeed. To 
me a comparison of the scientist with his 
space ships and satellites exploring the 
universe is no more intriguing than 
what we, as machine accountants, will 
encounter in our present and future 
equipment. I am sure the equipment 
manufacturers’ research departments 
have dreams, eventually to become 
realities, of equipment upon which we 
can establish complete business systems. 
We will find that the size of this equip- 
ment will be reduced considerably. The 
need for special housing facilities will 
gradually disappear, thus reducing the 
cost of physical installation and the cost 
of the equipment itself, making it prac- 
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The Business Future of 


The Machine Accountant 


President, National Machine Accountants Assn. 
Ryan Aeronautical Co., San Diego. 


tical for more business concerns to use 
these new tools. 

We must guard against jumping into 
the middle of the stream because one 
of our competitors has made this move. 
We must not forget that careful analy- 
sis, cost surveys and a realistic approach 
to the use of this equipment as it con- 
cerns our employer must be of prime 
importance to us. Never must we 
approach the problem on the basis of it 
being fashionable or because the XYZ 
Company is apparently making a suc- 
cess of it. I am certain that, as time 
marches on, we will find the concept of 
business applications going down the 
drain and being replaced by the com- 
plete business systems concept. 

When we consider the new philos- 
ophy of industrial dynamics which will 
enable management to test several dif- 
ferent decisions and the reaction on the 
company prior to firming up one deci- 
sion, we can expect improved man- 
agerial techniques through the use of 
operations research principles to obtain 
more scientific management. To me, this 
means the machine accountant will nec- 
essarily play a big part on the scientific 
management team. It will also mean that 
those of us who have chosen this as our 
career will have entered the new em- 
bryonic profession of data processing 
systems and management. We must 
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R. G. WALLACE, MODERN HEADQUARTERS of the R. G. Wal- 
President. lace Company, Inc., in Culver City, Cali- 
fornia, Aircraft Hardware Manufacturer. 











THIS NATIONAL ACCOUNTING MACHINE handles al! ages meee 
work quickly and efficiently, supplying the R. G. Wallace Company wit 
important accounting information that is readily available at all times. 


“Our ational System 


saves us (800 ayear... 


pays for itself every 9 months.’ 


? 


—R. G. Wallace Company, Inc., Culver City, California 


‘“‘Much of our success is due to mechanization of our book- 
keeping with a National System,” writes R. Wallace of R. G. 
Wallace Company, Inc 

“Our National handles many records with speed and accu- 
racy and it provides us with valuable business information 
that is always immediately available. Although our National 
handles complex accounting jobs with top speed and efficiency, 
it is simple to operate. Any employee in our office can easily 


learn to operate our National Machine 
“Through increased efficiency 
and reduced record-keeping costs, dhe 
our National System saves us more 

than $7,800 a year, pays for itself President, 


every 9 months.” R. G. Wallace Company, Inc. 


THE NATIONAL CASH REGISTER COMPANY, Doyton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
75 YEARS OF HELPING BUSINESS SAVE MONEY 


‘ For More Information Circle No. 
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In your business, too, National ma 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit, Your nearby 
National man will gladly show you 


how. Or write us at Dayton 
9, Ohio. 7% 


"TRADE MARK REG. U. $. PAT. OFF 


Yvational 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH RECISTERS 
“ Wow parte (No Cakeon ReauiatD) 
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also, through our association’s educa- 
tional department and the educational 
institutions of the country, start training 
those who are to follow in our footsteps. 
To achieve recognition as a professional 
group, each and every one of us has to 
strive for this goal. Believe me, it will 
not be handed to us on a silver platter. 
It is my opinion that the scope of our 
responsibility to American business, our 
association, and ourselves, must cover 
the following four points. 

The first point is that of the central 
system and equipment. Up to now, we 
have confined ourselves to this area 
and, by doing so, we have restricted and 
limited our scope. We must continue in 
this area to keep abreast of all the 
advances and recommend to equipment 
manufacturers the type of hardware we 
need to solve our problems. 

The second point is the remote input- 
output hardware which will enable us to 
install a business system which will give 
us the feedback so necessary for man- 
agement control. The scope of the input 
would cover such areas as point-of- 
activity source recording equipment 
where, through automatic or semi- 
automatic means, we feed as directly as 
possible to the central system, informa- 
tion in a language compatible with that 
system. The scope of the output area 
would be primarily pointed, but not 
confined, to the remote inquiry stations 
for determining status for management 
control as well as making available 
operational information for line respon- 
sibility covered by this complete busi- 
ness system. 

The next point is communication; the 
method of communicating to and from 
the input-output area and the central 
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processing area. This communicating 
system has to be compatible with the 
language of the central data processing 
system but there will be many types of 
communicating systems, such as micro- 
wave radio, telephone lines, cable lines, 
punched card readers, character readers, 
etc. 

The fourth and last point is the 
mechanical memories: electronic, elec- 
trostatic, magnetic tape, disc recording, 
card files, etc. We must keep abreast 
with the thinking and developments of 
research in this area. It is mandatory 
that we use a memory or any combina- 
tion of memories best suited for the 
particular system which we know will 
meet the requirements of our company. 

To accomplish the above, we must 
use every avenue of education available 
to us. We must insist that our associa- 
tion makes available to us the educa- 
tional tools which we can use in order 
that we may serve the best interests of 
business. We that educa- 
tional institutions recognize the need 
for training and maintain a flow of new 
blood into this embryonic profession. 
We must approach these problems with 
an open mind. There will be many 
changes: dropping off the old and 
donning the new. We must be versatile 
and pliable so that we can be objective 
in our thinking and, through hard work, 
achieve mechanization 
and automation that must come if busi- 
ness is to progress and raise the stand- 
ards of living for the whole world. 


must insist 


for business a 


In 1952 I had the pleasure of listen- 
ing to an executive of the telephone 
company in Milwaukee. At that time, he 
stated that it would have been impossi- 
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~ ELECTRIC EFFICIENCY FROM DeUll 
sri 
STENORETTE® 


Dictating-Transcribing Miracle 











311,500 STENORETTES now in use all 
over the world—and no wonder. 
STENORETTE costs half as much, does 
twice as much. Dictate and transcribe 
with the same unit. Re-usable tape 
allows up to 45 minutes of dictation. 
Pushbutton controls. Dictate...review 
...correct...transcribe...all with a 
flick of your finger. Really portable! 
Works everywhere. $179°*° 


4 Plus tax 
Write for a free folder Transcribing accessories 
at slight extra cost. 


C@ 


ELECTRIC TYPEWRITER 


World’s most advanced typewriter. 


The DeJUR-Triumph electric’s light touch 
hastens work. Its print-like type comes out 
letter-perfect (and line perfect) every 
time. Complete line of electrics, standards 
and portables. 

In speed, touch and range of performance, 
DeJUR-Triumph typewriters are expressly 
designed to surpass all others. 


Write for a free folder 


AMERICA’S FASTEST GROWING Dept. TT , DeJUR-Amsco Corporation 
LINE OF BUSINESS MACHINES 45-01 Northern Boulevard, Long Island City 1, New York 


! 
| 
| ! would like to know more about the Stenorette [] and the Typewriter (1) 
| 
| Name a Company_ — 
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| 
l Address . oii 
| ® Registered Trademark 

I © DeJUR-Amsco Corporation 1958 — a : 
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How Modern Purchasing 
Can Increase Your Profits 


GORDON BURT AFFLECK 

President, National Assn. of Purchasing Agents. 

Church Purchasing A gent, 

Church of Jesus Christ of Latter-day Saints, Salt Lake City. 


IGHTEEN YEARS AGO I went to 
E my Church’s general offices to 
establish its purchasing department. 
Shortly thereafter a good brother from 
one of the outlying areas came to my 
office. He turned his buckskin pockets 
inside out and unloaded the contents on 
my desk: nickels, dimes, big silver 
dollars, currency and checks. He and 
his people had been saving for a long 
time. They wanted a small pipe organ. 
The contents of the pockets amounted 
to about $1600. As is the custom, he 
asked that headquarters match this sum 
and that we arrange for the purchase of 
a small pipe organ. Furthermore, he 
had come with his truck and, if it were 
all right, he would like to take the organ 
back with him the next day. 

Maybe you don’t think I had a hard 
time explaining to him that you cannot 
buy pipe organs that way; that ordi- 
narily they are not a stock item; that 
some consideration had to be given to 
the size, shape and general acoustics of 
the meetinghouse and the size and type 
of organ best suited; and besides, the 
other 50% of the money had to be 
applied for and appropriated from the 
general funds of the Church. Well, he 
went back home without the organ, 
unhappy, and very disappointed. | 
would much rather have made him 
happy. 
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Unfortunately, some people think of 
purchasing pretty much as this good 
man did—you put down your money 
and you take home the item you pay for. 
If the complete function of a purchasing 
agent were merely to buy an item over 
the counter, then you would hardly need 
more than an errand boy to perform the 
act. Modern purchasing is much more; 
it requires much more, and will con- 
tinue to grow more and more in its 
functional concepts and application. 

Purchasing is a relatively new pro- 
fession. As an association in America it 
is about 50 years of age. It came to a 
position of importance following and 
as a result of the First World War. We 
had buyers and “haggiers” before; but 
the organized effort to get away from 
trickery and “dog-eat-dog” type of trade 
is only a half-century old. As history 
and the evolution of a profession go, 
modern purchasing is very young in- 
deed. 

In most industrial pursuits, purchas- 
ing agents are more and more con- 
cerned with management. If there is a 
product or service to be sold, the per- 
formance of the purchasing department 
should greatly aid the sales department 
to make the sales. But primarily, the 
purchasing agent is concerned with 
getting the goods and services. He per- 
forms an increasingly important role in 
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the new Hoyon Wook Lil Conquerors 


THE EASIEST-TO-OPERATE AND MOST 
ECONOMICAL DUPLICATORS EVER MADE! 


Now—office duplicating is easier, more eco- 
nomical than ever. The brilliant new Mark 
III Conqueror Spirit Duplicators offer these 
four major engineering advances—at no 
increase in price 


NEW FEED TABLE — new poper separator 
fingers eliminate side rubbers and adjust- 
ments. 


IMPROVED COPY COUNTER — direct gear 
drive, greater accuracy, top visibility, elimi- 
nates waste. 


ADJUSTABLE FEED WHEELS—aqrip paper at 
outer edoes, give positive performance. 


FEED TENSION CONTROL—assures non-skip 
feeding—post cards to thin papers. 


In addition, Heyer’s 56 years of duplicator 
know-how offers you many other outstand- 
ing advantages such as Copy Positioner 
Control, Nylon Gears, Visible Fluid Supply, 
Sure Fluid Control (no pumps), and Auto- 
matic Start-Stop on electric models. Don't 
confuse them with photocopy machines... 
Conqueror duplicators print 330 clear, sharp 
copies in just 3 minutes ...in 1 to 5 colors 
at once , of anything typed, drawn o1 
written on a spirit master... at a fraction 
of a cent per copy! 


— H 
PROVE IT TO YOURSELF FREE! 
Use a Conqueror spirit duplicator in your 
office for one week FREE! Mail coupon for 
illustrated catalog on the complete HEYER 
line, plus Certificate entitling qualified 
users to ONE WEEK FREE TRIAL of one 
of the three great Conquerors 
A MODEL FOR EVERY BUDGET 


MODEL 70 
Hand Operated, with all features except electric 
drive 


MODEL 76A 
Electric, with Automatic Start-Stop (illustrated) 


MODEL 76B 


Electric, with II'' and 14" cylinder stop selector 


The HEYER Corporction 
1821 S. Kostner Ave., Chicago 23, Ill. 


[-] Please rush my FREE copy of 
Catalog No. 59 
[] Send FREE TRIAL Certificate 
NAME 
COMPANY 
ADDRESS 
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Proved the best reproducible ball 
pen ink for copying machines 


It’s true. Copy-Fax Ink was 
awarded the highest rating in the 
latest copy-ability study. Its hi- 
fidelity reproduction quality gives 
you picture-perfect copies. Every 
line you write is copied in the 
sharpest detail . . . ends “fade 
outs” and missing lines. 


Ask your stationery supply 
salesman for a “picture-perfect” 
test of Copy-Fax. 


Blue, red, black, and green 
Copy-Fax Ink available in the 
four best sellers: 
© Copy-Fax Pen, Medium & Broad Points 59¢ 
aati e Fills-Any Refill, Medium Point 49¢ 
MICROPOINT, INC. ¢ Retractable Pen, Medium Point $1 
e Visible Ink Refill, Medium Point 49¢ 


Order from stationer or direct, 
giving stationer’s name and address 





Microromr, BING. sunnvvate, cau. 


Creator of advanced writing instruments 
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profit-making. Since the average pur- 
chasing department spends over 50% 
of the company’s usable dollar, a saving 
of 5% by purchasing would add 212 % 
to possible profits. In the case of a 
school, hospital or governmental unit, 
the result might be a needed building, 
an operating room or a library. 

From this you can see that the pur- 
chasing agent and his staff need to know 
about materials and their availability; 
traffic and transportation methods, time 
and costs; and markets and labor con- 
ditions, to name just a few of the phases 
of his work. He must know whether it 
would be better to have his company 
make a needed part or have it made. He 
needs to know what the potential use 
or sales will be so that he can purchase 
in an advantageous quantity. There 
comes a point when it might be better 
to pay a little more, order less at a 
time, and free the money and space for 
more profitable projects. 


There are many such decisions to be 
made by the purchasing agent, and 
many times he has to tread lightly. He 
is in the position of a tightrope walker. 
If he does not have enough on hand to 
keep the plant going on schedule he gets 
it on one side. If he has stock too far or 
too much in advance, he gets it on the 
other side. So he needs all, of the know- 
how he can acquire. He must never be 
satisfied with performance. He will need 
the cooperation of all of the other 
departments. 

If the purchasing agent has the con- 
fidence of management, he will be in- 
vited to take part in management’s 
discussions and decisions; he will know 
the plans in advance and what is going 
to be needed. He and the rest of the 
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management team will know what the 
purchasing department can do and what 
can and should be expected of it. 

The National Assn. of Purchasing 
Agents has a membership of nearly 
17,000 active, energetic procurement 
officers. This association has been devel- 
oping programs, outlines, courses and 
innumerable other aids to help the 
modern purchasing agent get a better 
concept of his job and to do a bigger 
and better job for his company. 
Through the educational programs of 
NAPA, purchasing agents have oppor- 
tunities to study case histories of “good 
buys” and purchasing techniques. They 
learn how to shop for substitutes-—of 
equal or better service for the need— 
at substantial savings. In most local 
associations the purchasing agents can 
study how to capitalize on profit saving 
possibilities by cost and value analysis. 
They learn first hand from their fellow 
purchasing agents about inventory con- 
trol. Literature is prepared, courses out- 
lined and given, and the periodicals are 
full of reports and ideas. One of the 
publications of NAPA is the Bulletin 
which comes to the purchasing agent 
each week. Once a month it has the 
report of the business survey commit- 
tee: an authentic “feeling of the pulse” 
of American business, reported by over 
200 purchasing agents throughout the 
land and tabulated in readable, under- 
standable form. Its accuracy in fore- 
casting the economic trends is extremely 
high and has the respect of thinking 
business leaders in this country and 
abroad. If your purchasing agent hasn’t 
made this report available to you, he 
will welcome an opportunity to do so. 
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Getting the Right Product 
At the Right Price 


JOSEPH A. HEEB 


President, National Assn. of Hospital Purchasing A gents. 
Associate Administrator, 
Sisters of St. Joseph Hospital, Wichita, Kans. 


HE PURCHASING AGENT?’S job 

today carries greater responsibilities 
than ever before. Due to our expanding 
economy with the resultant spiraling of 
prices and taxation, the hospital pur- 
chasing agent may well be the difference 
between profit or loss in his organiza- 
tion. With the knowledge that he is 
spending money belonging to someone 
other than himself, he must, in con- 
science, constantly reflect on the prob- 
lem of buying the right product at the 
right price. 

Unfortunately the term “right price” 
overshadows the “right product” in 
many transactions today. Any experi- 
enced salesman can tell of his experi- 
ences of being forced to offer the wrong 
product because of the buyers deter- 
mination to get the right price. The 
result of the buyer realizing too late 
that his “right price” has proven costly, 
is the reality that motivates the efforts 
of the conscientious purchasing agent. 

From my viewpoint, competition in 
America today is so keen that it is not 
uncommon to find competing com- 
panies with various levels of quality, the 
price being fairly consistent where near 
exact quality comparisons are made. 
Whether the product be equipment for a 
kitchen or laundry, whether it be furni- 
ture, operating tables, food, air-condi- 
tioning or what have you, and whether 
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the product be for the institutional or 
retail market, there are varying degrees 
of quality offered, at varying prices. 
The problem of finding the proper value 
for our particular operation at the most 
economical cost is, therefore, the prob- 
lem that both buyer and seller must 
face if they are to be successful. 

Purchasing is so closely allied to sales 
that they must be considered together 
in a discussion like this. Some type of 
sales promotion must take place before 
a product is sold or bought. The organi- 
zation with whom we will spend our 
money should be one of the first con- 
siderations. Whether the company be 
large or small, certain qualifications 
should be considered. We should be * 
sure of its integrity. Is it the type of 
company that will continue to look after 
our interests after the sale, or sales, are 
made? Will they, or their representatives 
or jobbers, continue to show interest by 
seeing that their product is used 
properly? Many times the operating 
cost of a product will prove its economy 
even though the initial cost may be 
higher than competing bidders. 

Often, the very best product or 
equipment may never reach its full 
potential or most economical output on 
account of faulty installation or hap- 
hazard work on the part of the jobbers 


(Continued on page 254) 
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new economy adding machine by oO} re. Oo O . x 


economy priced to save you money — 4-way guarantee 
and continuous-duty design assures long trouble-free 
service——_—___the famous “addo-x”’ features include: 
direct subtraction——repeat add and subtract——total 
and subtotal in red——direct-action function keys—— 
symmetrical, interlocked keyboard 7/8 capacity 


see yourdealerorwrite: ““addo-x’’ 300 Park Ave. NY 22 


sensationally low list price $198.50 
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Equipment Industry’s Aim 
Is Automation for All 


FORTUNE P. RYAN 


President, Office Equipment Manufacturers Institute. 
Executive Vice President, Royal McBee Corp., Port Chester, N. Y. 


HE TREMENDOUS GROWTH, 
cain and opportunities of 
business everywhere, place a critical 
responsibility on the industry which sup- 
plies office systems and equipment. In- 
creasingly effective and efficient mech- 
anization of the office is vital if business 
is to meet the challenges of the times. 
The office equipment industry must 
provide the most advanced products 
that can be devised to speed business 
communications and data handling. It 
must make available the best possible 
office tools for saving time, cutting 
costs, speeding production and increas- 
ing profits. 

In serving these needs, the industry 
is acutely aware of the problems its 
customers face. There is the never-end- 
ing race to stay ahead of forms, records, 
calculations, communications — _ the 
steadily growing avalanche of essential 
information and data that must be pro- 
cessed daily. And there is the necessity 
of drawing out of this avalanche the 
vital answers that management must 
have every day to make decisions and 
plan ahead. 

The coming years will bring mount- 
ing work volumes and increasing com- 
plexities to business, along with con- 
tinued intense competition. Fast, ac- 
curate and economical processing of 
masses of information will be impera- 
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tive in every part of the office activity. 
At the same time, however, despite our 
great population increase, a relative de- 
crease looms in key age groups available 
for office employment. The Census 
Bureau predicts, for example, that by 
1965 there will be fewer persons in the 
25 to 40 age group than at present! In 
the 30-35 group, the drop will be as 
much as 11%. 

Contrast this with the fact that office 
employment has been rising at an in- 
creasing pace. Since 1940 the ratio of 
office workers to factory workers has 
increased by more than 50%. This con- 
tinuing rise in office employment, with 
the corresponding decrease in employ- 
able age groups, presents problems 
which can be solved only by the utili- 
zation of proper equipment in conjunc- 
tion with astute office management and 
the steady upgrading of employee skills. 

The prime objective of the office 
equipment industry, therefore, is to 
speed the further development of office 
automation. At the same time it has the 
goal of helping management enhance 
the status and satisfaction of the office 
employee. The industry has these aims 
in mind with all the products it pro- 
duces. 

The future will see continued ad- 
vances in office furniture, filing equip- 
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WE'LL DO YOUR 


EXTRA 

OFFICE WORK 
QUICKLY and 
ECONOMICALLY! 


Call 


MANPOWER, INC. 
for | 


TYPING, STENOGRAPHIC WORK, 
OFFICE MACHINE WORK, FILING, 
GENERAL OFFICE WORK 


Our trained employees will help you 
with Special Jobs, during Emergencies, 
or whenever your workload 

increases temporarily. 

We pay all salaries, taxes and 
insurance . . . keep all payroll records. 
We'll work in your office or in 

ours as long as you need us. 

Call your local Manpower, Inc. office 
listed in your phonebook. 
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Over 150:offices in U.S. Canada, and Europe 


Manpower, Inc. 
820 N. Plankinton Ave., Milwaukee, Wis. 


FREE 
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Forms Orders Point to 
Better Business Ahead 


WILLIAM C. LAMPRECHTER 
President, Business Forms Institute. 
Vice President and General Manager, 
Stephen Greene Co., Philadelphia. 


HEN BUYING some household 
W vtopiies recently, I noted that the 
salesman jotted down the items on 
the paper bag as he checked them off 
before adding them up. It reminded me 
that once upon a time, and not too 
far back, it was common practice to 
keep a record of many business trans- 
actions on pieces of wrapping paper. 
We all can smile at this recollection, but 
it might be well to realize that today’s 
carefully prepared and executed busi- 
ness forms—a long leap from the hap- 
hazard methods once employed—are 
possibly so close to us that we may 
take them too much for granted. 

The business forms industry has 
grown so fast in the last decade, and 
has been so fortunate in having its 
industry trade association record and 
tabulate its progress, that it is a trifle 
too easy to arrive at the point where 
anyone, either the producer or user of 
forms, believes the ultimate has been 
attained. Or, as many persons put it, 
one lands in a rut. 

It is almost impossible, people being 
people, to stay entirely out of such a 
rut all the time. What is of major im- 
portance is how deep the rut is and 
how difficult it is to scale its sides and 
come up for a long, fresh look. We in 
the forms industry are no less human 
than other mortals but, because of our 
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type of business, we must of necessity 
have a curiously inquiring mind which 
helps to keep us on the alert, not only 
to help ourselves but to help others 
with new and better forms. 

It has been said and truthfully, that 
the forms industry is an uncommonly 
accurately barometer of business in gen- 
eral. As there is nothing to indicate that 
we should abdicate that position, and 
since our business of designing and ex- 
ecuting forms is again gradually forg- 
ing upward after a recessional drop, 
I believe that all of us can look for- 
ward with optimism to a continued re- 
vival in business and industry. 

Our purpose, actually, is never to en- 
courage smugness maintain the 
status quo in the operations of the 
business forms industry. We believe it 
is an important part of our task to 
remind ourselves and, in turn, our 
clients, that nothing should be taken for 
granted and that the impossible usually 
takes only a little longer. Each of us, 
as members of the Business Forms In- 
stitute, has seen ample evidence that 
new and sometimes comparatively un- 
tried methods may work better, at 
times, than what we once thought were 
foolproof forms. I am sure that in the 
era of keeping records on a piece of 
elusive wrapping paper, few persons 
really thought there was a better way to 
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SPACEFINDER FILES... 


-»»- HAVE PROVEN, in hundreds of offices, that they can 
SAVE YOU 50% or more in filing time, space and money! 


Spacefinders are an appearance asset to any 


ONLY SPACEFINDERS... 


offer you these 
exclusive advantages. 


Welded cabinet of Spacefinder is de- 

| signed specifically for MAXIMUM 

FILING EFFICIENCY. It is not an adap- 
tation of shelving! 


Spacefinders are complete and ready 

to use. When you move or change 
your department, you can MOVE THIS 
RUGGED FILE WITH CONTENTS 
INTACT! 


Optional doors give DUST, DIRT 

and FIRE PROTECTION, serve as 
handy pull-out work shelves, and can be 
provided with locks. 


@ Note visibility and availability of thousands of records. 


office—available in a wide range of sizes. 


THe OFrrice 


January, 


Send today to Tab Products Co., 995 Market 
Street, San Francisco 3, for 24-page brochure, TT" Zz Es 
and name of our local representative for skilled 
help in showing you how to save filing time, pmonpwore co, 


spece and money 
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piece of disposable carbon) are 
available in all colors. Write or 
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LETTEREX, 1114 Half Street, S.W., 
Washington 24, D. C. 
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do it. We think that if the institute 
and its membership can key their activi- 
ties to confidence and cooperation, a 
long forward step will have been taken. 
By the exchange of information con- 
cerned with the improvement of forms 
and methods, we have all benefitted as 
has, of course, the user of these busi- 
ness tools. Such marked progress has 
been made recently that no one of us in 
the industry has the slightest doubt that 
cooperation and confidence are going to 
pay off more this year than ever before. 


To indicate that all of us were un- 
concerned about the recent recession 
would be overstating our confidence. 
But I think it is completely safe to say 
that most of us saw the end of it more 
quickly, perhaps, than persons in other 
industries. That is not to say that we 
are smarter than others. It is simply a 
case of being exposed to the ups and 
downs of American commerce on a 
particularly sensitive level. We saw the 
drop coming, and we now see it re- 
ceding. 


What Does Microfilm 
Symbolize to You? 


HENDRIX TENEYCK 

President, National Microfilm Assn. 
Vice President, Production, 

Hall & McChesney, Inc., Syracuse, N. Y. 


is dedi- 

cated to symbolism. We _ inter- 
weave with the fabric of our lives such 
a heavy fill of symbolism that we fre- 
quently fail to recognize the extent to 
which the symbolism overrules our 
rational thought processes. 

The simple symbols are not confus- 
ing to us: the wedding ring, Gina 
Lollabrigida, the six-shooter. In other 
things, the symbolism is more subtle. 
We traditionally build public buildings 
in massive, Overpowering stone and 
mortar to symbolize the permanence of 
the institutions which they house. The 
colorful necktie is one of the few 
acceptable vestiges of male display, yet 
it is the male of all other species which 
is the preener and the strutter. 

Some symbols change their signifi- 
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cance over the years. Take the word 
“comrade.” In the days of Daniel 
Boone or Sir Lancelot, was there a finer 
term of endearment between two men? 
But who in our western culture can use 
the word today without some head turn- 
ing instinctively to see if the Red Peril 
is nearby. 

There are other words, now in vogue, 
which are heavy with symbolism, much 
of it little understood. Ask a man by 
surpise what data processing or automa- 
tion means. Electronic computers, mag- 
netic brains, even loss of jobs are but a 
few of the genii conjured up by these 
symbols or words. What of microfilm? 
Is the symbolism of this word under- 
stood? 

For many years we had neither the 
equipment nor the knowledge to use 
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microfilm in 
mentary 


any but the most rudi- 
We can all remember 
the advertisements of the microfilm in- 
dustry showing a blazing building with 
a large red question mark, “Will your 
business in this 
fashion?” And the proud office manager, 
standing by 


ways. 


records be consumed 
file cabinets over- 
flowing with rumpled papers, holding a 
handful of 16mm film, and saying, 
“With my Super Duper Microfilmer | 
save 97% of records storage space.” 


three 


The years of this type of promotion 
have contributed heavily to the symbol- 
ism which microfilm holds for many 
people. The selling job was well done 


and many office managers today have 


the words “disaster” and “space” come 
automatically to mind when they hear 
the word “microfilm.” The symbolism is 
so strong that they often cannot admit 
that there could be any 
microfilm. This means 


of offices are not avail- 


subconsciously 
other use for 
that a number 
ing themselves of the many new uses of 
microfilm, virtually all of which relate 
to its reproductivity. 

Today microfilm is used, daily, in 
many offices to fulfill the 
speed and economy of data handling 
(here we mean reproduction). The old 


needs for 


symbol has been defeated by reason and 
thoughtful design. What does microfilm 
symbolize for you? 


The New Profession of 
Visual Communications 


JAMES A. CATTO 


President, Society of Reproduction Engineers. 
Ford Motor Co., Dearborn Mich. 


HE INITIALS SRE are appearing 

with increasing frequency after the 
names of staff specialists in visual com- 
munications in industry—in the billion 
dollar corporations and in modest size 
companies alike. They already are the 
accepted hallmark of a new profession, 
the Society of Reproduction Engineers. 
Founded late in 1956, this organization 
has speedily earned recognition as the 
disciplined professional association of 
its field—an area so new that it even 
lacked an accepted name. Some seg- 
ments of the field have been familiar for 
years but others are brand new, born 


out of recent technological develop- 
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ments. The SRE came into being in 
swift response to a vitally felt need. 

The work of the reproduction engi- 
neer includes many types of processes, 
known by many names: diazo, photo- 
copying, xerography, white and blue 
printing, mimeographing, some types of 
offset, microfilm, silver or dye transfer, 
to name only a few. Any type of com- 
mercial reproduction of written or 
printed material or artwork, to facilitate 
the functioning of industry, belongs in 
this field—few businesses can function 
efficiently without its services. 

The SRE already represents a -tre- 
mendous industry. Individual companies 
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The Olivetti Electrosumma 22 pro- 

vides a combination of high speed 

(220 CPM), high capacity (12/13 

columns) and easy portability (22 

Ibs.) not previously achieved in desk 

adding machines, plus other exclu- . * 
sive time-saving features. Olivetti 0 j ive t t ' 
Corporation of America, 375 Park 

Avenue, New York 22, N. Y. 
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spend huge sums in this area annually 
[his is an important segment of busi- 
ness, both large and small, today. 

In its short life, the SRE is daily 
proving its right to professional accept- 
ance. Chapters organized across the 
country hold monthly 
senting programs 
technical 


meetings, pre- 
packed with 
information, alerting mem- 
bers to evaluation of constantly new 
processes and techniques. The SRE 
recently conducted a highly successful 
Visual Communications Congress with 
a large trade show at the Hotel Sherman 
in Chicago. It publishes a well-edited 
monthly magazine, 


solid 


The Reproduction 


Engineer, the acceptance by industry 
of which is indicated in the substantial 
volume of technical and educational 
advertising. In July it will conduct a 
five-day management course at the 
University of Michigan. 

The SRE has established national 
headquarters at 1150 Griswold St., 
Detroit 26, under the direction of Carl 
G. Sedan, executive vice president. And 
all this is happening in a profession 
whose members up to now have been 
forced to learn their work on the job 
and in the field. The Society of Repro- 
duction Engineers has indeed speedily 
come of age. 


The Office Will Be Source 
Of Advice to Business 


LORD DE L'ISLE, V 


C, 


President, Office Management Assn., London, England. 


i THOSE OF US who are inter- 


ested in the office, 1959 surely 
marks the end of an important phase 
and the beginning of a new one which 
is of even greater importance. Com- 
puters are now out of the incunabula 
stage. New machines coming off the 
assembly lines incorporate improve- 
ments which are the fruit of the pioneer 
machines already installed. Interest is 
no longer centered in merely having a 
computer installed; a profitable applica- 
tion is now a reasonable target, if not 
an actual achievement. 
Now we can look to the next stride 
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forward. The phase is about to begin in 
which computers, and for that matter 
the whole range of equipment and tech- 
niques available to office managers, are 
used to improve the office service. Be- 
cause of new equipment and because of 
the ideas which are current, office man- 
agers everywhere will be making a new 
appraisal of the information service pro- 
vided by the office. As these ideas take 
shape, the office will not only be recog- 
nized as the efficient keeper of the 
records, but will become a recognized 
source of practical advice and promo- 
tion of the business served. 
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022 for your 


microfilming dollar 


New Recordak Reliant Mi- 
crofilmer makes office opera- 
tions easier, faster than ever be- 
fore. Use it in your accounting 
operations, for clerical copy- 
ing chores, and watch 
costs drop! Its many , 
unique features give you 

more for your microfilm- 

ing dollar in every way. 


1. Kodamatic indexing—film is with Recordak Microfilming. No obli- 
indexed automatically during micro- gation whatsoever. 


filming run which makes reference in ——— 
film reader so much easier! =Rh 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—now in its 3lst year 


Qo High-precision feeder ends 
double-feeding of items—all but elim- 
inates possibility of missed pictures. 

eeeeee eMAIL COUPON TODAY+eeeeecee 


RECORDAK CORPORATION 
415 Madison Avenue, New York 17, N.Y. 


S 

s. Double protection + Reliant lets 
you expose two rolls of film simulta- 
neously—one for reference, the other 
for security file. 


Gentlemen: Please send free copy of ‘‘Short 
Cuts That Save Millions.” 
LL-| 


Name 





Ag Greatest operator convenience 
—eye-levelstacking tray, plus all controls 
at fingertips. Makes microfilming a snap. 
SEE HOW you can save. Mail coupon 


for more details about office savings 


Company 





Street 





City State_ 





eeeeveeveveeveeeeeeeee @ 
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ELECTRONIC 





The First and Only Systems Duplicator that 


AUTOMATES YOUR HANDLING OF 


— back orders — order-invoicing 
— breakdown of parts lists — sales analysis 


— production control — purchasing 


With Ormig Electronic only one writ- the items to be shipped and_ invoiced. 


order is needed and from it This eliminates rewriting and recheck- 


part shipments are selected and invoiced. ing. thus reducing overhead costs. It 
\t the same time, back order copies are = steps up efficiency and customer §satis- 
prepared to keep customers advised of faction by speeding shipping documents 
remainder of their order not yet and invoices. From one writing of the 
shipped. When shipment of a back order order. we also obtain sales analysis and 


the same master is used and — stock control on single item tickets, to tie 


from it Ormig Electronic will select only — in with punch or Keysort card systems. 


Franchise available in many cities for 


jualified dealer vith systems backaround 
COPY-CRAFT inc. “O0led fou ” nd 
Dept. F-10, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 


CARBON PAPER AND RIBBONS + OUPLICATING. PHOT PYING AND SYSTEMS MACHINES ANO: 6GUPPLIE®S 


For More Information Circle No. 324 
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Some of Britain's New 
Electronic Equipment 


B. F. LEVETT 


President, Office Appliance & Business Equipment Trades Assn. 
of Great Britain and Northern Ireland. Director, 


Powers-Samas Accounting Machines, Ltd., London, England. 


S YOU READ THIS you probably 
A will know more than I do about 
our first combined Business Computer 
Symposium and Electronic Computer 
Exhibition which closed last month. But 
however you look at it, in advance as I 
the joint 


am doing as a member of 
organizing committee or in retrospect, 
it should stand out as a landmark in 
European progress in the field of auto- 
mation. His Royal Highness the Duke 
of Edinburgh consented to be its patron 
and we sold over 3000 tickets to the six- 
session symposium, at which some 24 
papers were delivered by some of the 
most prominent industrialists in this 
country. Between them these men,. over 
the past few years, have enjoyed prac- 
tical experience with almost every type 
of computer and, in the aggregate, 
represent virtually every variety of 
maior business organization. 

From these papers we in the elec- 
tronics industry hope to learn a great 
deal while it is our confident hope that 
our guests and visitors, from all over 
the world, impressed with the 
actual examples of the progress that the 
British electronics industry has made in 
the past year or two. Already a Mer- 
cury computer (Ferranti, Ltd.), which 
employs the floating point system of 
number representation has been deliv- 
authorities in 


were 


ered to atomic energy 
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of new 


Belgium, Switzerland, France, Sweden 
and Norway as well to our own author- 
ity here; and our General Post Office is 
installing two National Elliott 405 com- 
puters which, with two Powers-Samas’ 
Samastronic printer - tabulators, — will 
operate the largest centralized payroll 
system in the world. 

The Mercury is, of course, tailor- 
made for the particular task of atomic 
research in all its ramifications, but it 
is a versatile machine usable for a whole 
host of other duties. The Royal Air 
Force, for instance, uses it for synoptic 
weather forecasting and the Norwegian 
Defence Research Establishment for 
trajectory and missile calculations. What 
is more interesting from a commercial 
aspect is that it is already in use in 
industry: the Shell Petroleum Co. and 
Imperial Chemical Industries use it for 
linear programming and_ operational 
research. 

[he exhibition introduced a number 
machines which had not had 
their testing. My own company, for one, 
introduced Pluto featuring transistor- 
ized units and, wherever practicable, 
the insertion of printed circuits. Result- 
ing speeds are consequently high; addi- 
tion, for example, being effected in 
one-third of a millisecond and multipli- 
cation in two milliseconds, while the 
inbuilt storage capacity, comprising 
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magnetic drum and nickel delay lines 
with remarkable speeds of access, is 
over 8000 words. The cost of a basic 
Pluto installation over here will be 
approximately £100,000 and an aver- 
age balanced installation with adequate 
external storage is expected to be in the 
region of £180,000. 

At the same time we showed for the 
first time a new version of our Sama- 
stronic output printer which functions 
with magnetic tape carrying the results 
from the calculating unit. Tapes can be 
produced at 9225 characters a second 
from which the Samastronic prints 30 
lines of 140 characters a minute. 

The prototype of another new printer, 
using a totally different process, had its 
debut in the display of Rank Precision 
Industries. This is an xerographic 
machine, a completely dry and auto- 
matic electrostatic process. This ma- 
chine has a capacity of 1500 lines a 
minute which, it is hoped, will be in- 


creased to 3000 lines a minute. Its 


activation is achieved by the computer’s 
output recorded on magnetic tape or 


straight from the computer’s buffer 
store. The machine will, the manufac- 
turers tell me, copy an original, from 
either paper or a cathode ray screen, 
onto plain unsensitized paper at the 
rate of 20 ft. a second. 

Practically all firms in the electronics 
field in Britain have been making very 
successful strides in developing their 
educational and training services. Brit- 
ish Tabulating Machine Co., with 
which my own firm has recently merged 
its interests, have opened a training 
center at Bradenham Manor in Berk- 
shire, which brings their total now up 
to five. The courses in this residential 
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training center, once the home of our 
famous 19th century prime minister, 
Disraeli, include not only appreciation, 
refresher and computer programming 
instruction, but five and eight-week pro- 
gramming courses. This same firm intro- 
duced, in the middle of London’s 
fashionable Mayfair, a computer center 
opened by Sir David Eccles, the presi- 
dent of the Board of Trade in Decem- 
ber, 1957, where special appreciation 
courses are held regularly for directors 
and top management personnel of 
major industrial and business under- 
takings as well as for local government 
organizations. This is only part of the 
training facilities of one firm, all of 
whose competitors are seeking to vie 
with them in this direction. 

Important as this all seems to me at 
this time, many other branches of the 
British office equipment industry have 
made remarkable progress during the 
past year giving us grounds for hope of 
our setting up a new production and 
export record which, if achieved, will 
be the thirteenth in succession since the 
end of the war. At the end of last June, 
office machinery output well exceeded 
£25 million which, if maintained, 
should mean total deliveries in excess 
of £50 million for 1958. On the other 
hand, our margin of improvement in 
the export field was slightly lower than 
it has been for some years but even so 
shipments Overseas were running at a 
record of £14.5 million at the end of 
last September, a very notable feature 
of which was an increase of more than 
50% in our exports to our traditionally 
biggest customer, Australia. 

These figures in each case, of course, 


ontinued on page 276) 
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COMPLETELY AUTOMATIC 
PAYROLL RECORDING 
WITH THE... 


PAYMASTER 


FULLY AUTOMATIC 
e¢ COMPLETELY JAM-PROOF 
e EXCLUSIVE QUICK-AUDIT CARD 
e AUTOMATIC TIME SIGNAL CONTROL 
¢ AUTOMATIC 2-COLOR PRINT 
e FULL YEAR WARRANTY 


* the ‘Paymaster’ save money for you! Promote employee punctuality, 
speed up payroll tabulation. The Paymaster’s exclusive ‘quick audit’ 
feature permits quick visual auditing of time cards, providing more rapid 
payroll processing. Whether for replacement of existing equipment or new 
installation, ‘Paymaster’ is your best choice. 

Write today for your free frameable copy of Cincinnati's ‘‘Minutes Are 
Money” certificate and the name of your local sales/service representative. 





7 * 
TIME RECORDER CO. 


Since 1896 
1733 CENTRAL AVE., CINCINNATI 14, OHIO 
For More Information Circle No. 263 
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Developing Revolution in 
Britain's Office Work 


HARRY WARD 


Secretary, Industrial Management Research Assn., London, England. 


HE BRITISH GOVERNMENT for 
some months has showed 
great determination to take effective 
steps to control inflation. They were 
effective. It has been possible to review 
way not 


twelve 


and reduce overheads in a 
possible for some years. The effect has 
been most healthy. But governments are 
always more scared of deflation than 
inflation. Will the tighter grip on ex- 
pense continue? The government is cer- 
cutting its own 
public 


tainly not 
expenses 
spending comes to light from time to 


good at 


and great waste of 
time. Most of it remains hidden. 

At no time has deeper thought been 
given to the time function of an office 
in relation to a business. Some of this 
is induced by studies for electronic 
computers. (From time, the 
conclusion is reached that simplifica- 


time to 


tion without electronic computers is the 
best course. ) 

A wide range of manufacturers in the 
United Kingdom are delivering 
computers: British Tabulating Co. Ltd., 
which has recently combined with 
Powers Samas Ltd.; IBM United King- 
dom Ltd.; E.M.I. Electronics Ltd.: 
English Electric Co. Ltd.; Ferranti Ltd.; 
Leo Computers Ltd.; National Cash 
Register Co. Ltd.; Elliott Brothers Ltd. 
and Standard Telephones & Cables Ltd 
So far some 130 digital computers are 


now 
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known to be on order and 185 are 
delivered. 

The Industrial Management Research 
Assn. has issued lists of makers, users, 
dates of delivery and uses to which 
computers are or will be put for all 
known cases in the United Kingdom. 
The association also has issued lists of 
the ancillary equipment being used with 
each computer. Using these lists as a 
basis, D. G. & R. Pedder produced their 
“Survey of Digital Computer and Calcu- 
lator Orders” which ap- 
peared in Automation and Automatic 


Users and 


Equipment News. 

Companies are now exchanging ex-: 
perience on the reliability of the ma- 
chines and their applications. It is still 
too early to record many cases of real 
economy trom use of this equipment. 

An event of the year was the pro- 
duction of a 211-page Organization and 
Methods Bulletin by Unilever Ltd. and 
made available to a 
companies. The document is not for 
sale but, to those where clerical costs 
must be kept and indeed to 
many others, it is a mine of informa- 


number of other 


down, 


tion. Nothing comparable has been pro- 

duced on this side of the Atlantic, and 

perhaps not on the other side either. 
Che Organization and Methods Train- 


ing Council, which was set up two years 
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OLYMPIA DIVISION inter-contiNENTAL TRADING CORPORA 
SO.WEST. ST.REET.9. NEW. YORK:6.LN 
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ago, has now organized two further 
training courses for organization and 
methods men and, in collaboration with 
the council, a course was organized by 
the Industrial Management Research 
Assn. and Management Research 


Groups. Some hundred persons who 
have attended the four-week courses 
were selected from those having some 


years of experience in office organiza- 
tion and methods work. Those attending 
and the companies they represent, have 
expressed great satisfaction. 

An organization and methods book 
produced by the O. & M. Training 
Council will be published by Macmillan 
this year. It has not proved easy to 


(Continued on page 276) 


When the Top Man Asks, 
“What Will It Cost Us?” 


H. W. (FRED) SHAW 


President, American Records Management Assn. 
Records Control Administrator, 
Kaiser Steel Corp., Oakland, Calif. 


ECENTLY, I SOLD a proposal to 
R top management that was referred 
to as “The Way to Initiate and Establish 
an Integrated Records Control Pro- 
gram.” Considerable time and effort was 
exerted in preparing detailed and sum- 
mary analyses along with pertinent 
explanatory notes and general com- 
ments. Upon completion of the pro- 
posal, thinking to conserve the time of 
the executive to whom the material was 
to be submitted, I placed the summary 
analysis on top of the detailed analysis. 
When I submitted the proposal to him 
for review and discussion, his eye im- 
mediately singled out the one significant 
figure “Estimated Total Cost Savings.” 
Without batting an eye, he turned and 
asked, “What’s this program going to 
cost me?” 

Thinking that he was completely 
ignoring the obvious substantial savings, 
I was momentarily set back. I must 
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admit that my enthusiasm for the pro- 
gram had completely carried me away. 
Fortunately I was able to gather a 
reasonable estimate of expenditures 
from my working papers to at least pull 
me out of the fire for the time being. A 
pre-New Year resolution was made im- 
mediately that I would not be caught on 
that spot again. 

The point I wish to make is that, in 
the recent months of “austerity,” man- 
agement is casting an extremely cau- 
tious eye upon cost savings proposals in 
cases where the expenditures of x 
number of dollars are required to save 
xxx number of dollars. It behooves us 
to exercise extreme caution in preparing 
and submitting cost reduction proposals 
to management. I have come to the 
conclusion that it is highly desirable to 
state the major points in compendium 
form to reflect: 

1. Purpose of Proposal. 
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A PRACTICAL ANSWER TO INCREASED OFFICE EFFICIENCY 


SAVINGS UP TO 50%: The cost is less than other methods— 
even less than a do-it-yourself project. Durably constructed of 
tempered hard board and select kiln-dried lumber. This material 
has sound absorption qualities, reduces noise. 


SIMPLE TO INSTALL: One man and a screwdriver joins the sec- 
tions together with bolts and T-nuts. That’s all. Any unit may 
be reused in different locations, if desired. Dimensions of a section 
are: 72” high with 4” mop clearance; 36” wide. (Smaller sections 
are made to necessary size to fill out wall requirements.) 


CHOICE OF COLORS: Nine different finishes; or a prime coat. 
Top panels can be clear glass; translucent glass; peg board; or 
open. Neat, handsome appearance in all respects. 


THE H-O-N CO., MUSCATINE, IOWA 


For More Information Circle No. 256 


WRITE TODAY FOR COMPLETE DETAILS 
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2, Expenditures Required. 
3. Anticipated Savings. 
(a) Tangible. 
(b) Intangible. 
4. Justification (brief). 


In all cases back up your proposal 
with sufficient detail and exhibits. 

Tangible items of cost are equipment, 
supplies, space rental, labor, overhead 
and supervision as well as a proportion- 
ate share of general overhead and ad- 
ministration. A government (not Fed- 
eral) employee recently made the state- 
ment that his cost of retaining a cubic 
foot of inactive records was 60c per 
year. From a personal observation | 
know that his records depository is 
located in a modern building in a down- 
town area with the latest and best equip- 
ment and supplies. I also know that his 
department is more than adequately 
staffed. Unquestionably, this man ex- 
pressed an honest opinion. However, I 
do seriously question whether he was, 
or is, aware of the comprehensive ele- 
ments of cost which should be applied 
to obtain a realistic cost of operations. 
I would venture the opinion that his 
rental or space allocation cost alone is 
in excess of what he states is his total 
retention cost. 

Unfortunately, particularly for those 
of us in the records management field, 
we seem to be plagued with intangibles. 
Time, for one thing, is indeed money 
but how, for example, do you mone- 
tarily evaluate time when a very potent 
document is promptly located, or is not 
available, for a top executive? It is in- 
deed difficult to evaluate efficiency in 
strictly service functions. 

It can be safely said, provided your 
proposal arouses interest, that you can 
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also anticipate two additional questions: 
Can you guarantee the proposed sav- 
ings? and Are your proposed savings 
“wooden” or real nickels? This is your 
opportunity to justify your proposal. 
Your justification must be _ basically 
sound and concise. 

Just what are the elements of cost 
in the proposal? Are they all inclusive? 
Are your formulas sound or did you 
apply inconclusive formulas published 
by office equipment and supply manu- 
facturers and distributors? This holds 
true for disposition schedules. Person- 
ally, I think we are playing with dyna- 
mite when we arbitrarily “pilfer’” some- 
one else’s formulas or schedules. 

The word “pilfer” has been used with 
tongue in cheek. We all need guidance, 
and published formulas and disposition 
schedules serve very excellent purposes. 
However, always: (1) prove the formu- 
las you are about to apply; and (2) use 
extreme caution in establishing disposi- 
tion schedules. Secure professional 
assistance or approval. 

Records administrators and man- 
agers must come to realize that they are 
“salesmen” with tangible products 
and/or service to dispose of at a profit 
both to their companies and themselves. 
When a vendor’s representative comes 
into your office, you want to know: 
What's he selling? 

Is his product good? 

3. Are his prices firm with no hidden 
or buried charges? 

4. Can he deliver? 

5. Should I shop around and com- 
pare? 


l. 
: A 


Now put the shoe on the other foot. 
If the boss asks you, “What's it going 
to cost me?” be prepared to answer! 
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PERMANENTLY PROTECT oxd PRESERVE 





SUPER STRONG, TRANSPARENT MYLAR® 


“CLEER-ADHEER’ 


TRADEMARK REG 


LAMINATE SHEETS OM One 
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Nl) ZS ee. gives ALL YOU NEED IS A PAIR OF SCISSORS 
it is istant 





NO COSTLY EQUIPMENT 


TO PUT A PERMANENT MYLAR FINISH 
ON ANY SIZE—ANY SHAPE ITEM. 


to oil, water and heat. 
Your business papers 
become tamper-proof 
when covered with 
“CLEER-ADHEER.”’ 


Frequently used. papers 
remain clear and us- 
able instead of be- 
coming wrinkled or 
“dog-eared.” ‘CLEER- 
ADHEER” gives longer 
life to your business 
papers. 


ECON ICAL 


7 'CLEER-ADHEER"” elim- 
inates retyping and re- 
placing of worn out 
popers. 4 po 


wet CLEER. 
ou y Lt] 
ADHEER” yourself at a 
cost of less than 1/5c 
per square inch. 





























“CLEER-ADHEER” ‘is on sale at your local office supply, 


equipment and stationery dealer. 
oe eee re ee ee ee ee ese ee ee ee ee ee ee ee ee ee ee eee 


MAIL THIS CARD FOR COMPLETE DETAILS! 


“CLEER-ADHEER’’ 


CHICAGO DESK PAD COMPANY, Inc.. 
4640 N. OKETO AVENUE, CHICAGO 31, ILLINOIS 


Gentlemen: 

Please send complete details, without obligation, of how “CLEER-ADHEER”’ 
will permanently protect and preserve my business papers, and also a list 
of the over 101 uses for office, home and personal application. Include 
price list and FREE sample! 


r 


Name Title 








Company 
Address 








State and Zone 





Type of Business 





Soinieeatntentetettaldeaeatateten | 


For More Information Circle No. 191 





i 
! 
| 
| 
| 
I 
| 
I 
I 
i 
I 








more ful! labeling! 







SO EASY TO USE 


1. SNIP—You can cut to the desired size, | 


easily and quickly. Colors 
2. STRIP—Removebock- [Avgilable 














ing to expose the activated 
adhesive. 
AMBER 
3. STICK—Apply with finger pressure. It BLUE 
sticks indefinitely to metal—wood—cork— 
glass—plastic—any clean surface. GREEN 
4. INSERT—insert label YELLOW 
‘ or card. It's open on three 
Perforated mnsaets sides for your convenience. RED 
for easy typing 
furnished. 
HUNDREDS OF USES AVAILABLE 


You can enjoy neat, attractive labels | 'N 3 SIZES 
anywhere in office, factory, store or PS-Yo—Yn"%6" 












home. 
on desk trays storage shelves PS-%4—-%4"x6" 
library shelves display units PS. 1 1x6" — 
cabinet drawers _ parts bins | x x For outo dealer ports bins, ete. 


Available from your Office Supply Dealer or for information write to 


° 26029 W. 8 Mile Rd 
OTS STYS sony, U ats Ine. Detroit 40, Michigan 
West Coast Distributor Canodion Distributor 


Arch K. Ansty, 171 2nd St., San Franciso 5 + The Luckett Loose Leaf, Limited, Toronto 14, Qntario 


Territories available for Dealers and Distributors 
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Organization for Good 
Records Management 


ROBERT W. HUMPHREY 


President, Assn. of Records Executives & Administrators. 
Records Administrator, New York Stock Exchange. 


NE DEFINITION of organization 
O is the bringing into systematic rela- 
tion all the parts or elements entering 
into a unit. Another definition states 
that organization is a number of indi- 
viduals systematically united for some 
end of work. Put them together and you 
have the key to good records manage- 
ment which results from (1) guiding 
the records systematically through their 
life cycle from creation to destruction 
or permanent retention, and (2) each 
department cooperating with the records 
administrator whose major function is 
developing and administering the pro- 
gram. 

In setting up and organizing a sound 
records management program, the first 
and most important step is getting the 
endorsement and support of top man- 
agement. To obtain this endorsement 
and support, a survey should be made 
by management, indicating the numer- 
ous possibilities for increased efficiency, 
economical savings and outstanding 
accomplishments that can be obtained 
with a good program. 

Next comes the selection of a com- 
petent records administrator. He must 
be able to carry out the recommenda- 
tions of the survey and help the com- 
pany function more successfully. His 
job is aimed at increasing to a maximum 
the value of the company’s records, 
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while bringing to a minimum their cost 
of maintenance. To do it in the best 
possible way, he must have full support 
from top management to organize and 
supervise the program. 

Therefore, management should dis- 
tribute an outline of the program to all 
departments where cooperation is 
needed. Management should be explicit, 
and show the benefits that can be de- 
rived from a good program. These 
benefits are numerous in every company 
—for example, (a) getting records 
when you need them; (b) eliminating 


duplications, (c) making available more 


office space. The basic theory of human 
behavior in business teaches us that 
people will give their active cooperation 
and enthusiasm to a program if they 
believe that they, as well as the com- 
pany, will benefit from it. 

The records administrator should 
start the program by taking a complete 
and thorough inventory and appraisal of 
all company records. This should decide 
which records will be (a) kept in their 
present form; (b) retained for a certain 
length of time; (c) destroyed immedi- 
ately. In the process of taking the 
inventory, the records should be classi- 
fied by using a simple code. They 
should also be indexed by specific loca- 
tions. The classification and indexing 
will be of great help later in setting up 
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retention schedules. 

After all records have been inven- 
toried, classified and indexed, a records 
retention schedule should be established 
for the maintenance and continuous dis- 
position of records. Retention schedules 
must be set up individually for each 
company because the need for different 
records varies within each organization. 
The schedules should indicate retention 
in various departments as well as stor- 
age areas and records centers. 

In setting up retention schedules, it 
is advisable for the records adminis- 
trator to work with department heads, 
since cooperation in this area can help 
the program achieve its objectives. Af- 
ter retention schedules are set up, the 
records administrator should consult 
with the company’s legal counsel to get 
legal approval for the schedules. This 
is a safeguard against the possibility 
of overlooking any Federal or State 
laws or regulations in setting up the 
retentions. 

A good records management pro- 
gram will function more effectively if 
one person in each department is given 
individual responsibility for control of 
that department’s records. This central- 
ized authority over the files is of mate- 
rial assistance in setting up and carry- 
ing out records procedures. Each per- 
son so designated is the liaison between 
his department and the records adminis- 
trator. 

The next logical step is the system 
of handling the records within the com- 
pany. Each company again has to de- 
vise the best system to meet its own 
needs. Twelve of the most important 
things to consider are: 

1. Have a standard procedure man- 
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ual. for your records room and _ its 
personnel, and keep it up to date. 

2. Maintain a steady flow of records 
from offices to staging areas or low-cost | 
records centers. 

3. Make sure all records are defined 
as precisely as possible. 

4. Have a good system of indexing, 
cross-referencing, sorting and general 
files maintenance. 

5. Institute a good charge-out system 
and make sure to always follow-up 
records to get them back. 

6. Keep frequently referenced mate- 
rial in the most accessible storage space 
Segregate and retire semiactive and 
inactive records to low-cost storage. 

7. Make sure essential and confiden- 
tial records are properly protected 
(microfilm, fireproof vaults, out-of-city 
storage, etc.). 

8. Continue to train operating per- 
sonnel in records management tech- 
niques. 

9. Dispose of all records in accord- 
ance with your retention schedule. 

10. Limit filing equipment to the 
absolute needs of the company. 

11. Provide efficient reference serv- 
ice. Get the record to the person who 
wants it when it is needed. 

12. Keep abreast of new records 
retention methods, equipment and sup- 
plies with respect to economy and 
safety. 

Finally, we come to the destruction 
of the records. This becomes automatic 
if a firm retention schedule has been 
adopted. As soon as a record has out- 
lived its usefulness, it should be dis- 
posed of systematically. However, some 
companies prefer to contact individual 
departments prior to the final destruc- 
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tion of records to make certain that no 
changes have occurred in the retention 
schedule. 

Destruction can be made in several 
ways. The three most common are the 
shredding machine, incinerator and sale 
of records as wastepaper. Burning 
records is a common procedure when 
confidential records are destroyed. If 
the records are sold as waste, it is wise 


to obtain a certificate of destruction 
from the purchaser. 

Although organization is the key to 
economy, efficiency and better working 
relationships, it should not be the end 
of the records management program. 
Every company should constantly work 
to establish better programs and con- 
tinue to train its operating personnel in 
good records management techniques. 


Balancing Technical and 
Human Values in Business 


DR. DORIS HOWELL CRANK 


President, National Business Teachers Assn. 


DeKalb Junior High School, DeKalb, Ill. 


ERSONNEL COSTS in_ business 

may spell the difference between 
profit and loss. Because of this simple 
fact, well known to management, busi- 
ness must take all precautions and use 
all techniques of psychology to derive 
the greatest productivity possible from 
all employees. 

Today we read and hear a great deal 
about the need for improved human 
relations in business. This cry seems 
especially strong in offices where elec- 
tronic equipment has been introduced 
on a relatively large scale. If proper 
human relations are to be achieved, if 
high productivity is to be gained and if 
maximum use of machines is to be 
realized, all aspects of an office worker 
must be nurtured. A major responsi- 
bility of management is to realize that 
office workers are human—each one is 
a composite of many needs. Important 
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among these needs are: feelings of im- 
portance, desire for security, need for 
praise, prestige of association with em- 
ployers, and insight into the reasons for 
doing a job. All these are needs on 
which office workers in the past have 
thrived. The satisfaction of these needs 
must not be removed by automation. 

In addition to meeting personal needs, 
management must consider smoothing 
adjustment problems that occur through 
the introduction of electronic equip- 
ment. For example, the girl who has 
always lived in one community will 
need help in adjusting to a new com- 
munity, if it is necessary for her to 
move to a data processing center in 
another area or city. Efforts will have 
to be made to help this employee find 
suitable living accommodations, get 
acquainted with the community facili- 
ties, travel between work and home 
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easily, and feel the warmth and friend- 
liness of new associates. 

If the human side of automation is 
truly considered, the machine will never 
be more important than the person who 
operates it. Employers must not say, 
“This is what our new machine can 
do.” Instead the employer should re- 
mark, “This is what Mary produces 
with our machine.” 

Motivation is one of the first require- 
ments of effective human relations. In 
any type of work, the necessity for see- 
ing a job completed impels individuals 
to carry responsibilities. Pride in seeing 
a job completed is a built-in motivator 
to carry responsibility for future jobs. 
An old story portrays the insight and 
appreciations effective workers 
One worker, when asked what he was 
making, said, “I am laying bricks.” The 
worker next to him answered the same 
question, “I am building a cathedral.” 
This partial or whole view of a job, and 
pride in its accomplishment, is the key 
to successful and productive work in an 
office considering or experimenting with 
automation. 


need. 


Any worker who is reasonably curi- 
ous must know the reason for perform- 
ing his job. In some instances, it may be 
impossible for the supervisor to tell the 
employee all the specifics of a job being 
completed on a machine. However, it 
seems common sense that a worker will 
have much greater interest in complet- 
ing the job, with the help of a data 
processing machine, if he is told that 
this job is the report of sales for the 
month of December, rather than if the 
job is referred to as Report No. 3519. 

If these human needs of the office 
worker are neglected, their frustation 
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may be taken out on the machine itself. 
Frustration may appear in resistance to 
correct use of the machine, intention- 
ally slowing down the entering of data 
into the machine, or even lack of care 
in accurately using the data. A con- 
scious or unconscious dislike for the 
machine may represent a fear that the 
machine will take the place of the 


workers. 
For many people the fear of the 


electronic processing machines displac- 
ing workers prevents their true judg- 
ment and appreciation of the machine. 
The worker must realize that, with 
greater efficiency in the office, greater 
profits for the company can mean better 
salaries for the workers. In addition to 
better salaries, a new process will prob- 
ably mean a shorter work week with 
more time for leisure activities. 
Employees need reassurance that 
they are not being replaced by automa- 
tion. With the introduction of this new 
equipment the office worker is actually 
more important than before. 
Routine jobs which the employee once 
did can now be accomplished by the 
machine. The job the worker will do 
will be of higher level than the routine 
jobs, hence the office worker’s job will 
be upgraded. 


ever 


Teachers in the secondary schools 
and colleges also must be alert to this 
human side of automation. The teacher 
who is preparing employees to fit into 
this new picture of the automated office 
is aware of the role the school must 
play in helping to teach appreciations 
for the new systems. A greater respect 
for accuracy will be one of the main 
considerations of the teacher. 
data is accurately recorded and placed 


Unless 
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in the machine, the machine will fail to 
perform its duty. In our business class- 
rooms, speed had been secondary to 
accuracy. The electronic equipment will 
now handle the speed—the operator 
must provide the accuracy. The school, 
as well as business, feels a responsibility 
for helping the student gain apprecia- 
tions and skills which will enable him 
to use productively the additional 
leisure time which may develop from a 
shorter work week. In addition, busi- 
ness education teachers can act as liai- 
son between school and employers. 


They can help the student understand 
his place in our modern business world 
and achieve job satisfaction with new 
business equipment. 

The increased costs of personnel 
make it wise for the employer to under- 
stand all the needs of his employees. He 
must create a working atmosphere that 
will result in greater productivity and, 
hence, greater profits for his business. 
In these days of intensive automation it 
is extremely necessary that management 
provide a workable balance of technical 
and human values in business. 


Why We Cannot Have 
Automation in Education 


VERNON A. MUSSELMAN 

President, United Business Education Assn. 
Business Education Dept., College of Education, 
University of Kentucky, Lexington. 


N THIS ATOMIC and jet age, the 

trend is toward automation in 
almost every area of business activity. 
In the office, as well as in the factory, 
automation is both practicable and de- 
sirable. It eliminates human error, 
speeds record keeping and provides for 
versatility in utilizing basic data in man- 
agement decisions. However, in the 
classroom automation is neither pos- 
sible nor desirable. An understanding 
of the primary purposes of the public 
schools, a knowledge of the “products” 
that attend them, and an appreciation 
of the methods and philosophies of the 
faculties, will show why automation 
cannot and must not be the order of the 
day in the classroom. 

We are trying to prepare qualified 
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and worthy citizens for life in a democ- 
racy. We are concerned with the funda- 
mental processes, to be sure, but also 
with the development of leadership- 
followership qualities, the ability to do 
reflective thinking, and the making of 
wise vocational choices. One of the 
basic premises under which teachers 
work is to take each child “where he 
is” and aid him to become the best in- 
dividual and society member of which 
he is capable. This requires individual 
and varying techniques rather than 
standard or uniform ones. 

Mass production in industry is predi- 
cated upon the interchangeability of 
parts, made possible through uniformity 
of materials, sizes, patterns and opera- 
tions. The only thing that the school 
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has in common here is the large volume 
In all other respects they are in con- 
trast rather than being similar. 

The pupils who make up any class 
group vary greatly from one an- 
other. They have different family 
backgrounds, emotional temperaments, 
physical and mental abilities, interests 


and objectives. They vary in reading 


rate and comprehension, computational 


skills, memory, ability to reason—in 
fact in almost every aspect of individ- 
ual and group activity. Even pupils of 
equal ability in the same curriculum 
are working toward varying objectives 
which require the use of different ma- 
For example, among students 
advanced _ short- 


terials. 
enrolled in the 
hand class are those who are preparing 
special vocabularies: medical, legal, in- 
surance, banking. They use different 
reference books individual 
tutoring. Since each pupil varies from 
all others in his group in so many dif- 


same 


and need 


“Those big outfits have plenty of 
paperwork.” 


ferent ways, we cannot use automatic 
processes. 

In business you use job classifica- 
tions, job descriptions and office pro- 
cedures. It is desirable to standardize 
the way many things are done. In the 
schoolroom, each teacher has full aca- 
demic freedom. This applies to choice 
of materials, flexibility of program and 
teaching methodology. Whereas one 
teacher can work best employing cer- 
tain methods, others can do their best 
(under identical conditions) using dif- 
ferent methods. In what works 
ideally for an individual teacher with 
a group of superior pupils may not 
function well with less able students. 


fact, 


Classrooms themselves are different 
in size and equipment. The typewriting 
room is equipped with furniture that is 
not suited for studying bookkeeping. 
The science laboratory is ill-suited for 
group dynamics and 
socialization of pupils. 


social studies, 

We in the United States have no na- 
tional system of education. Education 
has been held to be a local community 
function. Varying types of communi- 
ties desire and need differing curricular 
programs. A single school faculty may 
be assembled from different 
States. They are graduates of several 
different colleges with differing philoso- 
phies and programs. Such diversifica- 
tion makes automatization impossible. 


several 


The very nature of the task of edu- 
cating different pupils for many types of 
positions in varying communities dic- 
tates the use of varying methods and 
materials. This almost complete lack 
of standardization and uniformity 
means that we cannot adopt automation 
in our classrooms. 
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Certification Has Become 
A Standard for Secretaries 


CLARE H. JENNINGS, CPS 


President, National Secretaries Assn. (Int'l). 
Secretary to Charles Bayard Hankel Jr., Chicago. 


ECRETARIES have been around 

for a long time, and there have been 
some famous ones, even in the days of 
antiquity. One secretary has even been 
canonized. Back about 16 centuries ago, 
this secretary did not like some dicta- 
tion he was taking, so he threw his 
writing tablet at his boss and quit. His 
reward was martyrdom and, eventually, 
his name in the book of saints. St. 
Genesius had been a soldier and, be- 
cause he was skilled in writing, he was 
given the job of secretary to the Magis- 
trate of Arles. When the Magistrate 
dictated an order for the persecution of 
Christians, Genesius, then only a 
catechumen, rose to the defense of his 
new-found faith. He let fly with his 
writing tablet (writing tablets were 
heavy in those days) with the result 
that he was put to death. Quite logically, 
St. Genesius is the patron saint of 
secretaries. 

It is not recommended that secre- 
taries seek for martyrdom. Instead, they 
are urged to increase their abilities to 
achieve a professional level. To prove 
they have achieved that level is no small 
task, for nothing short of certification is 
satisfactory since there are no pre- 
scribed formal educational require- 
ments which have been met by all who 
use the title secretary. Walter T. Rolfe, 
fellow of the American Institute of 
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Architects, writing on professions and 
certification has this to say: 

“A profession must tend to create, 
administer, perpetuate and police itself. 
In any learned or associated profession- 
al activity, the individual usually arrives 
before his professional societies and 
their certification. As individuals in- 
crease in numbers, in any profession, 
the need for telling the public the dif- 
ference between the trained and the 
untrained is more critical. Professional 
societies come into being and they 
themselves are the leaders in securing 
good criteria or laws for the proper 
governing of their own _ professional 
conduct. The desire to learn, to improve 
and to serve better is a characteristic of 
the highest form of professional person. 

“Certification is the making of an 
official and authentic statement of fact 
relative to a professional person. To 
make an official statement of truth in 
fact, there must be a review of training 
and experience and an examination, 
oral, written, or other—or all. Stand- 
ards must be set up in advance for the 
proper measurement of performance on 
examination. 

“The difference between professions 
and other areas of human activities lies 
in education. The term _ profession 
means the following of an occupation 
that requires more mental and _ less 
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physical effort. It requires intelligence, 
and the avility of a person to perform. 

“Opposite the professions are myriads 
of trades, activities and services that, 
while they require a very great training 
and know-how, are still not classified as 
professions. Some of them are part 
trade and part profession, depending on 
what emphasis the individual places on 
his own approach to them. Many peo- 
ple, both by training and by perform- 
ance, lift their occupation to the intelli- 
gence level of a profession. 

“As society progresses, whole new 
concepts of human activity evolve. To 
some the word secretary is menial. To 
others, it is professional. The difference 
is in the basic concept of training, learn- 
ing and performance. In one case, little 
education beyond the tool courses is 
required. In the other, a whole full time 
professional program of education is 
mandatory. Beyond that training comes 
long and arduous experience. From 
such experience comes a developed in- 
telligence and ability the world seeks. 


“Most obviously then must come 
programs of certification. We are in the 
process of lifting professional people 
from tradespeople and the public has no 
way of knowing the difference between 
them except by trial and error. Certfica- 
tion eliminates much of the trial and 
error of discovery. It sets standards and 
measures people against them.” 


The National Secretaries Assn. 
(Int'l), through its Institute for Certify- 
ing Secretaries, has been working for 
almost ten years to establish a profes- 
sional level of secretarial work. Actu- 
ally, as early as 1947 its leaders 
considered some form of certifying pro- 
gram. The more they considered it, and 
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consulted with experts in the field, the 
more it became evident that certification 
for secretaries would be a most bene- 
ficial program to employers as well as 
to secretaries themselves. 

Back in 1947 it seemed almost pre- 
sumptuous to think that a relative hand- 
ful of secretaries (there were then just 
about 3000 members of NSA) spread 
across the U. S. could ever develop a 
program which someday might be com- 
pared with the CPA _ program for 
accountants. But, after several years of 
research and study on the part of mem- 
bers of NSA, employers and educators, 
this association was able to announce its 
sponsorship of a fully materialized 
Certified Professional Secretary pro- 
gram. The original cost was high, in 
sacrifice and devotion, and in money, 
but the result has been a well-authenti- 
cated standard for the measurement of 
personnel engaged in the secretarial 
field. The program is available to all 
secretaries, in this country and Canada. 

The examination is administered 
under the direction of the Institute for 
Certifying Secretaries, a non-profit edu- 
cational group composed of 18 mem- 
bers: six representatives from business, 
industry and the professions; six educa- 
tors from collegiate schools of business 
administration; and six members of 
NSA who are Certified Professional 
Secretaries. In addition, the president 
and the immediate past president of 
NSA serve in an ex officio capacity. The 
actual test construction is under the 
ultimate direction of a nationally recog- 
nized test consultant. 


The first examination was conducted 
in August, 1951; 281 of the applicants 
met the qualifications and took that 
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VISIBLE 








‘ONCE A MONTH 


PROGRESSIVE signals, always visible, show the 
inspection schedule on a monthly basis. Various 
colors designate type of work to be done. When 
work is completed and entered on record card, 


signal is edvanced to month in which the next 
inspection is due. 





—_ |PREVENTIVE MAINTENANCE 
ECORD SYSTEMS 





aon AOE, 


NCE A WEEK 


LOCK.-IN CHAIN signals, with 4 windows, each 
ao different color, reveal the week within the 
month when inspection is to be made. With both 
month and week signalled, you avoid missing 
semi-monthly inspections or those requiring more 
frequent attention. 


More and more, increased production depends on effective 
maintenance. The secret of successful Preventive Maintenance 
is accurate scheduling and rigid adherence to the schedule. 


Acme Visible record equipment, with Acme hinged pockets and 
the two cards on one hanger feature, is ideal for follow-up control 
Each machine and motor is listed on an individual card placed in 
the back of pocket—in facing pocket a ‘‘History of Repairs’’ record 
is placed, with signals always visible, to indicate the next inspection 
or lubrication date—‘‘Spare Part in Stock”’ record card is hung on 
the same hanger as pocket carrying ‘History of Repairs” card. 





Bema v's'e.e RECORDS. INC. 


CROZET. VIRGINIA 


DISTRICT OFFICES AND REPRESENTATIVES IN PRINCIPAL CITIES 


ACME VISIBLE RECORDS, INC. croztr, vircinia 


Send us more information and literature on Preventive Maintenance 9 159 


We are interested in Acme Visible for records 
KIND OF RECORD 


P 
Hove representative call. Dote Time 
Company Attention 


Address 
City 


For More Information Circle No. 
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first examination in 16 
centers across the nation. Sixty-two 
were successful with all six sections 
and were awarded the CPS (Certified 
Professional Secretary) rating. 

Each year since, with new content 
but with substantially the same format 
(adjusted to meet improvements sug- 
gested by experience), the examination 
has been administered. The number of 
candidates has risen to 1500 per year, 
and the number of examining centers 
has increased to over 50 accredited uni- 
versities and colleges throughout the 
U. S. (including Hawaii and Puerto 
Rico) and in Canada, at which the 
examination is given the first Friday 
and Saturday in May. 

A candidate for the examination must 
have a combined total of seven year’s 
verified secretarial experience and post- 
high school education. The 


university 


12-hour 


(two-day) examination is based upon 
the beliefs that: (1) a top-level secre- 


tary should have basic knowledge 


v4 


“My, that was an inspiring meeting!” 
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in economics, business organization, 
accounting and business law from which 
to draw implications for the secretary’s 
own work, and (2) a secretary should 
be thoroughly familiar with modern 
developments in secretarial procedures, 
office management and supervision. 

During the yet brief history of the 
program (there still are only 1466 per- 
sons who hold the rating, including 
three men), management has become 
increasingly high in its praise of this 
method of upgrading the secretarial 
profession. Educators, too, are keenly 
interested in the program and the effect 
it has had on their own curricula. The 
examination has become the recognized 
measure of secretaryship. It has stirred 
those already working in the field to 
additional study, and it has led to 
widening the scope of study of those 
still in school. 

Because of the CPS program, secre- 
tarial training is being broadened to 
meet more nearly the needs for top- 
level secretarial positions. The program 
is also assisting employers in the selec- 
tion of qualified secretarial employees. 
It provides employers with candidates 
for positions who are qualified, not only 
in the opinion of their interviewers, but 
in the opinion of those who have devel- 
oped and administered the examination 
and who have certified their capabilities. 
This is not a once-over-lightly examina- 
tion. It is a thorough, demanding test 
of general and specific knowledge, as 
well as of skills. Hence the secretary 
who has been certified requires only a 
minimum of adjustment to a new 
position. 

Lewis M. Smith, president of Ala- 
bama Power Co., has said: “Too many 
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Boost Office Output 


... reduce errors, easily, quickly 


Job studies show that one quick way to more and better 
work is ‘‘“eye comfort’’. Experts say that in spite of elab- 
orate overhead lighting, we often lack the right light for 
prolonged paper work, reading, writing and study, 
causing work quality to slip. 


The primary cause of mid-afternoon slow-down and er- 
rors is eye strain and fatigue. Sight Light solves this prob- 
lem. Its patented features put an abundance of diffused, 
shadowless, glare-free light where it is needed most. 


Ask your favorite office furniture store for a ‘‘see-for- 
yourself’’ demonstration on your own desk. Or ask us. 
No obligation either way, of course. 


5 models — 18 colors 
to choose from 
(Underwriters Laboratories Approved) 


right Light, 
M. G. WHEELER 
COMPANY, Inc. 


Greenwich, Connecticut 


For More Information Circle No. 267 
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secretaries, I’m afraid, are inclined to 
measure their experience by the number 
of years they have worked. Actually, 
they may have merely repeated one 
year’s experience over and over. Many 
are still stenographers, with a secre- 
tary’s title. They haven’t grown with 
their new rating or with the business 
for which they work.” On the other 
hand, there are many secretaries who 


America’s Leading Industries Choose 


BENTSON 


OFFICE FURNITURE 





i 
NATIONAL VAN LINES: 
yuu 





Smith- 
Corona 


BENTSON 


MFG. CO. 


653 HIGHLAND AVENUE 
AURORA, ILLINOIS 


- Rock 
Y Island | 


Acc usn-(evotex 





possess administrative abilities but have 
never been given the opportunity to 
demonstrate those qualities. In many in- 
stances, the attainment of CPS has been 
the key which has opened the door to 
greater opportunity. 

While there have been dramatic bene- 
fits experienced by those who have be- 
come Certified Professional Secretaries, 
probably the most significant result of 
the program is 
its stabilizing ef- 
fect on secretarial 
work because it 
points up the 
value of this field 
as a career rather 
than just a stop- 
gap or stepping- 
stone. Secretaries 
who previously 
reached for other 
positions, because 
they were finding 
no satisfaction in 
their jobs, are 
now learning to 
broaden the 
sphere of their 
work, making it 
more rewarding 
— and they are 
finding this ex- 
tension of effort 
on their part is 
welcomed by em- 
ployers. These 
secretaries have 
raised their per- 
formance to the 
professional level, 
and they prove it 
| by standing up to 

be measured! 





For More Information Circle No. 287 
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OPERATING INSTRUCTIONS 





APC bere couatyn wth AUTOMATICALLY. 

St WE BANA Th COMPUTIAY SDAA HaCRE STO) 50 SETS PER MemeUTE, 
5 WE APE” 08 At LOWEST ummm 

2 10 START tums TomGEE poritCm Coe. ; 

Som 


19 SOP name yas 









Introducing changes so 
complete, so total, so 
revolutionary-suddenly 
all other collators seem 


old-fashioned. 





A New CKind of 
Slectric Collaton 


*APC MEANS AUTOMATIC PRODUCTION CONTROL 
AUTOMATIC PRODUCTION of each set. No footswitch to tap, no 
pedal to push, each set is produced automatically. 

PRODUCTION CONTROL. Set the AP C* control at any speed from 


5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 


Write today for information on this most revolutionary change in Collators since 
Collamatic introduced the Electric Collator in 1955. 


*Trademark 





MODELS AVAILABLE 


8-10-12-14-16-20-24-28-32-40 
bin collators and fully auto- 
matic Golden Automatic. 





COLLAMATIC CORPORATION 
Dept. 101, Route 23 
Wayne, New Jersey 







Please send literature: 

[] 1958 Model Electric Collator 
with A P C* 

[] We are interested in a free survey 
and analysis of our collating 

[] Demonstration Requested 


Nome 


Address 


ES riaciiaeas iasdas .. State ..... 





For More Information Circle No. 227 








ew P 


MICROFILM ENLARGER-PRINTER 


Haloid Xerox, Inc., 59-216X Haloid St., 
Rochester 3, N. Y., announces the Xerox 
Copyflo 1824 printer which in 30 
seconds automatically enlarges a 35mm 
microfilm frame to a positive, dry 18” x 
24” copy of an engineering drawing. En- 
largements may be made on plain white 
paper, vellum or paper offset masters. 


Regardless of medium, the enlargement is 
of superior quality and emerges dry, ready 


for immediate use. Operating on electro- 
static principles of xerography, the ma- 
chine provides a rapid, inexpensive method 
of “blowing back” or enlarging micro- 
filmed drawings to workable size. The 
microfilm frames are mounted in die-cut 
apertures of punched cards. The machine 
is designed for small volume users and for 
large volume, decentralized users. It fea- 
tures push-button, daylight operation. Ma- 
terial costs are approximately Ic per sq. ft. 
Monthly machine rental has been tenta- 
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tively set at $200, outright purchase at 
$9900; available in the fall. For More 
Information Circle No. 104. 


DUPLICATING PAPERS 


Fletcher Paper Co., 20 N. Wacker Drive, 
Chicago 6, IIl., announces a complete line 
of Mackinac Job-Ready Papers for every 
business need. Produced to provide the 
best reproduction for nearly every process, 
Mackinac papers are job-designed and job- 
tested to insure superior results in offset, 
stencil duplicating, spirit or gelatin proc- 
ess. Manufactured from 100% bleached, 
chemical wood pulp, they are tub sized 


for uniform surfaces that accept ink 
quickly and evenly and insure clear, sharp, 
clean reproductions. They have good dry- 
ing qualities, lie flat, feed easily and run 
smoothly at maximum speeds on office 
machines. All papers in the line are 
available in brilliant white and six bright 
colors. The complete line is comprised of 
Mackinac Bond, Subs. 16 and 20; Macki- 
nac Mimeo, Subs. 16 and 20; Mackinac 
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Duplicator, Subs. 16 and 20; Mackinac 
Offset, Subs. 45 and 60; Mackinac Opaque, 
Sub. 12; Mackinac Manifold, Sub. 9. Pre- 
cision cut at the mill to sizes 812” x 11” 
and 8%” x 14”, packaged in a distinc- 
tively designed, protective moisture-proof 
wrapper. Package labels identify the pa- 
pers’ grade, weight and color. The trade- 
mark of the Mackinac line is a design of 
the new Mackinac suspension bridge tom- 
bined with the brand name, Mackinac 
Job-Ready Papers. For More Information 
Circle No. 139. 


PORTABLE PHOTOCOPIER 


Peerless Photo Products, Inc., Shore- 
ham, N. Y., makes the Copy-Cart record- 
ing camera for rapid handling and credit- 
ing of checks deposited by lock box cus- 
tomers of banks. This single portable 
unit combines a continuous-flow reducing 
camera and an automatic processor. No 
darkroom or water supply is needed. 
Other applications are in department 
stores and merchandising organizations for 
copying bills of lading and invoices; in 


insurance companies for preparing instan- 
taneous copies of policy records; in rail- 
roads, trucking companies and airlines for 
copying manifests, waybills and other rec- 


ords; and in credit collection agencies. 
Checks or other opaque originals up to 
814” wide and any length can be fed and 
are reduced in copying to 70% of original 
linear size. Multiple page documents can 
be fed without unstapling, each page being 
folded back after copying, so that entire 
document is reproduced without taking it 
apart. By factory adjustment, unit can be 
modified to furnish any desired single re- 
duction from 50% to 80%. Copies are 
made on a continuous strip of sensitized 
paper. Originals are returned in same 
order they were copied. Copies are right- 
reading negatives (white-on-black), auto- 
matically developed and stabilized in the 
processor, dried and delivered at approxi- 
mately 1500 check-sized originals per hour. 
Copies can be returned either cut to ap- 
propriate length and piled in order of 
copying, or uncut and in roll form. In the 
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lock-box application, checks, after being 
copied, are immediately put through bank’s 
regular clearing procedure and credited to 
depositor’s account. Copies are forwarded 
to depositor for his own accounting. This 
saves considerable time in crediting pro- 
ceeds to depositor’s bank account. A 9” 
feeding throat assures easy, correct posi- 
tioning of checks or other originals. After 
being copied, originals are returned in the 
same order they were fed. Copies, if 
cut, are piled face up in easy view of 


Es 


operator who can sit during entire opera- 
tion. Camera operates automatically 
when an original is introduced. Unit can 
be set for sequential copying of originals 
of varying lengths with a delay mechanism 
which leaves a standard, predetermined 
spa¢ing between each copy. Or, it can be 
set to copy originals of approximately the 
same length with a photographically re- 
produced stub or legend (black-on-white) 
before or after each copy, to be filled in 
later. The camera is 16” wide and 38” 
deep, mounted on casters, 29” above the 
floor. Operates on 110-volt, 60-cycle AC 
at maximum of 15 amps. Fully protected 
with safety switches and fuses. Visible 
counter indicates number of copies made; 
visual and audible warnings show when 
sensitized paper needs replenishment. For 
More Information Circle No. 132. 





ELECTRONIC COMPUTER 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10. 
N. Y., makes the Univac magnetic ampli- 
fier, solid-state commercial data processing 
system which rents at $6950 a month and 
sells for $347,500. Deliveries in the U. S. 
will begin in June. Initial installation is 
at the Dresdner Bank, Hamburg, Ger- 
many, where it is handling the entire 
range of bank functions. Among the first 
applications are general commercial ac- 
counting, daily statements (checking ac- 
count statements are issued daily in 
Europe), and savings accounts. The com- 
puter will also speed billing in the central 
purchasing agency for a group of German 
cooperatives. A German manufacturer in 


heavy industry will use it for general 
office functions, beginning with payroll, 
and another on a complicated inventory 
control and production scheduling applica- 
tion with operations research techniques. 
Solid-state design permits this Univac to 
require less space without sacrificing 
speed. Maintenance problems are re- 
duced and, since no air-cooling system is 
required, installation costs are lower. Be- 
cause of the lack of vacuum tubes, the 
computer requires less power. Card read- 
ing on both card reader and read-punch 
unit proceeds simultaneously, as well as 
simultaneously with punching on the read- 
punch unit and processing within the cen- 
tral processor. The capacity for memory 
storage is 50,000 characters, alphabetic or 
numeric, so it can complete problems in 
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one run. Its on-line printer produces the 
completed results at 600 lines a minute. 
Programming is simplified by Flow-Matic 
coding which uses English words and 
phrases instead of mathematical symbols. 
Solid-state refers to the Ferractors, tran- 
sistors and magnetic cores used. Devel- 
oped on an Air Force contract, this com- 
puter performed at 99.8% reliability in 
more than 2000 hours of operation. For 
More Information Circle No. 174. 


FOLDING MACHINES 


Challenge Machinery Co., Grand 
Haven, Mich., announces a small, fast 
folder, which will automatically feed, fold 
and deliver sheets up to 9” x 14” at up 
to 7200 pieces per hour. Features of these 
new Challenge Fold-Masters are: their 
low cost, ease of set-up and running even 
for inexperienced operators, positive fric- 
tion feed and heavy duty construction. A 
single lever quickly sets the machine to 
feed any thickness from 12 to 100-lb. 
stock and up to five stapled sheets. Most 


standard folds for all popular paper sizes 
are set up by moving the fold settings to 
the positions shown on the chart on the 


side of the machine. The units are de- 
signed to handle all the basic folding 
needs of offices, small printing plants or 
duplicator operations. Also for larger 
plants wishing to free larger folding equip- 
ment for longer run work. Two models 
are available: a standard unit for continu- 
ous folding operations and a light duty 
unit for intermittent folding needs. Both 
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models handle all types of single and 
double parallel folds. The standard unit 
is $298; the light duty unit is $199; plus 
excise tax. For More Information Circle 
No. 163. 


ADDING MACHINE 


Addo-x, Inc., 300 Park Ave., New 
York 22, N.Y., announces the Addo-x 
Model 44E economy electric adding ma- 
chine which sells for $198.50. It has a 
listing capacity of seven columns; totaling 
capacity eight columns. Direct subtrac- 
tion, repeat subtraction, live sub-total and 


total keys with automatic keyboard clear- 
ance plus continuous duty construction 
are some of the major features of this 
model. Interlocking keys automatically 
prevent simultaneous depression of two 
or more keys. As with all other Addo-x 
adding machines, this economy model 
comes with a one-year free service guar 
antee. For More Information Circle No. 
126. 


THIN PAPERS 


Esleeck Mfg. Co., Turners Falls, Mass., 
announces Esleeck Fluorescent Thin Pa- 
pers for lightweight letterheads, copies of 
correspondence, office records, factory 
forms and advertising literature. Esleeck 
Fluorescent is made in white in three 


THe Orricke—January, 1959 


grades: Fidelity Onionskin, a 100% cotton 
sheet, comes in cockle, smooth and glazed 
finishes in Sub. 9; Superior Manifold is 
25% cotton in cockle and smooth fin- 


ishes in Sub. 8; Clearcopy Onionskin is 


25% cotton in cockle, smooth and glazed 
finishes, Sub. 9. All grades are available 
in 11 sheet sizes ranging from 812” x 11” 
to 28” x 34”. For a free sample book 
with swatches of all Esleeck Fluorescent 
Thin Papers, Circle No. 161. 


ADDRESSING MACHINE 


Speed-O-Print Corp., 1801 W. Larch 
mont Ave., Chicago 13, IIl., makes the 
Speed-O-Print Automatic Addresser for 





printing from B style metal frame address 
plates. The non-smudging ribbon rewinds 
automatically and machine loads 35 plates 
at a time, returning them to receiving tray 
in original sequence. Any plate can be 
skipped or repeated as many times as de- 
sired by touching a key. The portable 
machine can be used anywhere by any- 
one, costs $129.50 plus excise tax. Speed- 
O-Print also makes Automatic Addresser 
machines for E and CB style frames and 
plates. For More Information Circle No. 
111. 


ELECTRONIC GRAPH PLOTTER 


Benson-Lehner Corp., 11930 W. Olym- 
pic Blvd., Los Angeles 64, Calif., makes 
the Model H Electroplotter for automati- 
cally graphing business data. It will plot 
points and symbols, and optionally draw 
straight lines between successive coordi- 
nates. Input to the plotter can be punched 


cards, punched paner or magnetic tape, o1 
keyboard. For manual plotting, it is un- 
necessary to enter repeated digits, nor 
need registers be cleared before entering 
the next set of values. Plotting material 
may be blank or grid paper or plastic up 
to 32” wide with a 30” x 30” plotting 
area. Machine accepts full four digit 
numbers, +9999 to —9999. Count den- 
sity may range from 30 to 1660 per inch. 
Overall accuracy for point plotting is 
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05% of full scale. For literature de- 
scribing this equipment’s use in data proc- 
essing systems, Circle No. 130. 


PROVING ACCOUNT SELECTION 


National Cash Register Co., Dayton 9, 
Ohio, announces alpha-digit account veri- 
fication system for verifying the selection 
of correct accounts in checking account 
bookkeeping, in those banks that have 
not yet installed a numeric account coding 
system but want the benefits of electronic 
posting without a secondary proving oper- 
ation. It permits a bank to use electronic 
posting with one handling of the docu- 
ments on a controlled basis. The compara- 
tor keyboard of the machine is labeled 
with alphabetic characters as well as num- 
bers. The operator reads the proper letters 


00000 | 


©. 


9 


0000000 — 


© 

® 

9 

_9 

° 

vx 

ron J 
‘orotd 
o 

a 


from the name on a check or deposit and 
indexes the letters on the keyboard. The 
Post-Tronic then electronically verifies 
that the correct account has been selected, 
for one-run controlled posting. The opera- 
tion is fast, simple and accurate; posting 
speed is comparable to that of the con- 
ventional Post-Tronic. A Post-Tronic ma- 
chine set up for the alpha-digit system can 
also be used on a numeric plan. For ex- 
ample, a bank could use alpha-digits on 
its regular checking accounts and numeric 
account coding on its special checking ac- 
counts. This provides the benefits of elec- 
tronic posting while the bank is installing 
an account coding system in preparation 
for full automation. For More Informa- 
tion Circle No. 110. 
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ADDER, CALCULATOR BASE 


Hutton Business Service, Box 66, High- 
land, Calif., makes the patented Add-O- 
Mount base for adding and calculating 
machines. It raises the machine off the 
desk and tilts it for easier keyboard opera- 
tion and better visibility. Base is rubber 
cushioned to lessen mechanical jar and 
reduce noise. Work sheets can be slid 
under the machine base so that figures 


being worked on are easier to see. These 
features reduce fatigue and errors, and 
allow operator to figure faster. The front 
panel of the Add-O-Mount holds cards 
containing reference tables, such as deci- 
mal equivalents, interest tables and weekly 
payroll withholding taxes. The Add-O- 
Mount is adjustable for standard adding 
and calculating machines. For More In- 
formation Circle No. 173. 


ADDRESSING MACHINE 


Scriptomatic, Inc., 306 North 11th St., 
Philadelphia 7, Pa., makes the Scripto- 
matic Model 301 High Speed Tape Lister 
which prints 30,000 to 40,000 five-line 
addresses per hour on 1” tape, depending 
upon secondary operations to be per- 
formed. The standard model prints ad- 
dresses up to 2%” in length and punches 
holes to a standard 2-11/16” center dis- 
tance. On special application, the machine 
prints information up to 2%” in length. 
Masters are standard punched cards. Ma- 
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chine features continuous loading and un- 
loading of card masters, and accurate con- 
trols for high quality addressing. A town 
marking attachment is available to mark 
tape by means of a sequence check of the 


coded punched cards. Tape may be %” 
to 1%” wide. Model 301 measures 192” 
wide, 33” long, 58” high. Advantages are 
claimed for publishers, mail order houses, 
utilities, charities, and other users of large 
lists, in basic economies of card masters, 
elimination of separate stencil files, flexi- 
bility and speed of punched card list han- 
dling. For More Information Circle No. 
115. 


WHITEPRINTER 


Charles Bruning Co., Mount Prospect, 
Ill., makes the Copyflex Model 675, a 
diazo copying machine with features for 
reducing operator fatigue and increasing 
production. Intended for large scale black- 
on-white reproduction, the unit is fume- 
less, clean and quiet. Two operators, each 
running different types of sensitized mate- 
rials, can use the machine simultaneously 
A split shade on the fast printing 7500- 
watt lamp (variable to 5000 watts) pro- 
vides the correct amount of light for each 
print, eliminating the need to run each 
tracing at a separate speed. Large sheets 
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and roll stock cannot shift on the feed- 
board; they are held in place by air vac- 
uum ports in and below the feedboard 
itself. As tracings enter the machine, they 
are flattened by a feeder band assembly 
to prevent dog-earing. Incorrectly fed 
tracings can be ejected by operation of an 
easily accessible foot lever. No matter 
what the operator’s height and position, he 
need not stretch to reach print trays. At 
the touch of a switch, electrically operated 
jacks raise or lower machine from 64” 
to 68”. Feedboard height varies corre- 
spondingly from 35” to 39”. Heavy gauge 
steel cabinet, incorporating a rigid frame, 
is mounted on heavy duty casters for 
complete mobility. Permanent washable 


plastic air filters assure a cleaner lamp 
cylinder, cleaner prints and positive sepa- 
ration of tracings from exposed sensitized 
paper by an air-jet separator system. The 
unit has a full 46” printing aperture for 
both sheets and roll stock up to 42” wide 


by any length. Mechanical speed is up to 
75 linear feet per minute. Front or rear 
print delivery achieved simply by opera- 
tion of a selection lever. Prints as small 
as 6” deep and as large as 24” x 42” are 
neatly stacked by an adjustable front 
print-stacker. A rear print tray accom- 
modates prints up to 32” deep. Tracings 
up to 24” long are held by the adjustable 
tracing return tray. Three enclosed swivel 
rods beneath feedboard accommodate 
various combinations of roll stock sizes. 
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A wire paper slitter is mounted under the 
feedboard. No manual adjustments of the 
pressure-roller developer system are nec- 
essary; positive print development is as- 
sured on all types of materials, regardless 
of machine operating speed. Full width 
metal mirror above developer section per- 
mits operator to see developed prints 
before they enter the drying stage. Lifting 
of heavy developer jugs is eliminated. An 
electric pump moves developer from the 
2-gal. stainless steel developer tank and 
constantly maintains the proper amount in 
developer troughs. A gauge indicates level 
of developer in tank. Machine operates on 
230-volt single phase 60 cycle AC, with 
maximum operating current 64 amps. 
Models adapted for 208-volts, 50 cycles, 
also available. For More Information 
Circle No. 155. 


ADDRESSPLATE EMBOSSER 


Addressograph-Multigraph Corp., Cleve- 
land 17, Ohio, makes the Class 6400 
streamlined Graphotype machine for 
faster, more economical production of ém- 
bossed Addressograph metal plates or 


plastic credit and identification cards. 
Available for all styles of Addressograph 
plates and cards, the machine incorporates 
engineering developments that simplify 
operations and increase production 10% 
to 30%. The carriage of the Model 6400 
has an automatic line and character indi- 
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cator, quick-change line and character 
spacing controls, automatic plate position- 
ing, and selective line and character spac- 
ing. The keyboard features a carriage re- 
lease key, electric shift and backspace key 
and automatic tabulation key, reducing 
operator fatigue. On the cabinet are a 
gravity grip copyholder, copy indicator, 
fluorescent lamp for even, overall illumi- 
nation, and convenient work receptacles 
for efficient work organization. Designed 
to blend in color and structure with mod- 
ern office decor. For More Information 
Circle No. 123. 


DUPLICATING SMALL STENCILS 


Rex-Rotary Distributing Corp., 387 
Fourth Ave., New York 16, N.Y., an- 
nounces that a lever assembly has been 
developed for Rex-Rotary D280 duplica- 
tors, which makes possible the use of 


either letter, legal or memo-size stencils 


without masking. When the lever is set for- 
ward, pressure of impression roller dis- 
engages earlier for short stencils. When 
lever is set in the opposite direction, pres- 
sure is exerted for the full length of the 
legal-size stencil. Impression roller is re- 
moved in seconds and replaced by a nar- 
row impression roller for trouble-free 
printing of narrow paper or postcards 
For More Information Circle No. 127. 
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TYING MACHINE 


Felins Tying Machine Co., 3351A 
North 35th St., Milwaukee 16, Wis., manu- 
factures several models of tying machines 
for the tying of thousands of different 
items. Machines can use any size twine 
from 3 to 24 ply as well as tapes and 
braids of equivalent thicknesses. Felins 
Pak Tyers will tie bundles, packages and 
boxes ten times faster than by hand. Pack- 
ages can be tied at the rate of 45 to 50 
per minute, double tied 25 to 30 per 
minute. The Model F-6-J Automatic Pak 


# 


Iyer (illustrated) is for tying small bun 
dles and available with movable stand 
mounted on easy rolling casters. Over 
21,000 pieces of mail can be tied in one 
hour. Used for tying small bundles such 
as letters, circulars, checks, boxes, printed 
matter and labels, this machine has a ca- 
pacity of 6” in height with no limitations 
as to length or width. All Felins Pak Tyers 
are easy to maintain and operate. In ad- 
dition to saving time and labor, the ma- 
chines use only the minimum amount of 
twine yet the tie is better than that made 
by hand. Felins Pak Tyers are manu- 
factured in several other models up to 
24” in height with no limitations as to 
length or width. For literature on ma 


chines of different capacities, Circle No. 
105. 





PHOTOCOPY PROCESS 


Anken Film Co., 11 Hix Ave., Newton, 
N. J., announces the Plenacopy unit which 
converts existing single copy photo trans- 
fer (silver emulsion) machines to multiple 
copy processing units. Combining the 
photo transfer capabilities of copying 
from any colors and all writing, typing 
and printing mediums with the speed and 
economy of single sheet processing, the 
Plenacopy Process can be used with most 
standard machines simply by adding a 
second processing tray of the new Anken 
Monobath solution. The Plenamatic unit 
lists at $97.50. Cost per copy is reduced 
nearly four cents. After the initial expo- 
sure and development of the standard 
negative and positive, the negative (usu- 
ally discarded) is the intermediate for the 
production of as many copies as desired. 


ros 


This negative intermediate can be made 
a permanent reproduction medium simply 
by spraying or sponging with a fixative or 
stabilizer. Because Plenacopy paper is ex- 
posed by the print-through method, rather 
than the usual reflex or direct contact 
technique, the negative may be _trans- 
parentized (for shorter exposures and 
sharper images), and sealed if it is to be 
kept as a permanent intermediate, such as 
for reproducing forms. Anken Plenacopy 
paper comes in two sizes: 84%” x 11” and 
812” x 14”, in 100 and 500 sheet lots. 
Prices for 100 sheets: 812” x 11”, $4.75; 
842" x 14”, $6. Using a regular photo- 
copy machine and papers made by an 
Anken affiliate, Ampto, Inc., a standard 
transfer print is first made, using Ampto 
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Standard or Lumolite (very slow). After 
peeling, negative is dried and, if desired, 
stabilized, with the least possible exposure 
to light. It is not, however, necessary to 
use a darkroom. The Plenacopy paper is 
then exposed through the dried negative. 
The final step is to run the Plenacopy 
sheet through the processing solution 
while the second Plenacopy sheet is being 
exposed. For More Information Circle 
No. 152. 


SOUND SLIDEFILM VIEWER 


Charles Beseler Co., 219 South 18th 
St., East Orange, N.J., makes the Sales- 
mate, a desktop automatic sound slide- 
film viewer in carrying case which looks 
like a lightweight piece of business lug- 
gage covered in honey-colored calf-vinyl. 
The salesman places it on his prospect’s 
desk, opens one side to reveal a built-in 
screen, plugs in a cord and presses a but- 
ton which starts sound and pictures. The 


Salesmate completes the 
presentation and then shuts itself off. 
Show consists of up to 150 still pictures 
accompanied by up to 124% minutes of 
sound. Any type of photograph, cartoon 
or illustration can be shown in black-and- 
white or color. Any kind of voice or sound 
effect can be put on the high fidelity tape. 
Pictures are automatically synchronized 
with the sound. Because both film and tape 
are on continuous loops, rewinding is 


automatically 
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eliminated. Designed to be operated by 
salesmen, not audio-visual engineers, it 
measures 1742” x 13%” x 6” weighs 19 
Ibs. No focusing, framing, taking com- 
ponents apart or wiring them together, in 
front of customers, is necessary. Screen 
glows with vivid color, even in bright day- 
light. For More Information Circle No. 
134. 


COLLATOR STAPLER-STACKER 


Collamatic Corp., Dept. 101, Route 
23, Wayne, N. J., announces that the 
Collamatic Stapler-Stacker can be pro- 
vided for existing Collamatic electric 
collator installations and can be used with 


other makes of electric collators also. It 
performs all operations normally asso- 
ciated with hand gathering, at speeds up 
to 12,000 sheets per hour. The collated 
set is placed on a conveyor and is then 
automatically stapled and stacked (or 
stacked in alternate sets as desired), offer- 
ing a 100% time saving since the function 
is performed entirely by the machine while 
the operator is collating the next set. The 
unit increases production of the average 
APC Collator to as much as 8000 stapled 
sheets or approximately eight times as fast 
as collating and stapling by hand, and 
twice as fast as an operator collating by 
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machine and stapling-stacking by hand. 
The Stapler-Stacker is designed to handle 
letter and legal size but can be quickly 
modified to take papers 54%” x 8%” to 
10” x 14”. In addition, a double-headed 
stapler can be provided to staple units in 
book form (side saddle-stitched). Installa- 
tion of the unit is a matter of simple wir- 
ing and placement. For More Informa- 
tion Circle No. 140. 


MICROFILM FILES 


Watson Mfg. Co., Jamestown, N. Y., 
makes microfilm file cabinets which pro- 
vide up to 55% more storage capacity in 
the same floorspace. The basic MF 11 
unit has 11 horizontal drawers each of 


which has five filing compartments (no 


compressors). Bottoms open for easy re- 
moval of film boxes. The MF 4 com- 
panion unit has four vertical drawers each 
of which has six shelves, lipped to hold 
boxes of microfilm. The combined file will 
hold 1934 100-ft. rolls of 16mm film, or 
1192 100-ft. rolls of 35mm film, in a 
floor area less than 29” x 24”. All draw- 
ers ride on roller bearings and can be 
pulled beyond the face of the cabinet for 
access to all contents. The two file units 
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may be used separately, or in combination 
as illustrated. For literature containing 
full specifications, Circle No. 175. 


AUTOMATIC ENTRANCE 


Kawneer Co., Niles, Mich., makes an 
automatic entrance complete with a door, 
frame and operating mechanism designed 
as an integral unit. It is a completely 
electrical unit, requiring no bulky, un- 
sightly hydraulic or pneumatic devices. 
Entire operating mechanism is contained 
within the 412”-wide transom bar above 
the door. This eliminates under-floor or 
over-ceiling preparation for installation of 





power units, control units and compres- 


sors. Panic exit protection is built into 
the unit, since the door can be opened 
manually simply by exerting force enough 
to overcome the electrical power in either 
direction. This is easily done by a child. 
Fingers cannot be mangled between door 
and frame when the door closes, due to 
heavy, resilient vinyl weatherstrip. The 
speed cycle precludes the possibility of 
anyone being hit sharply by the door at 
the end of its arc; door automatically 
slows down as it nears the end of each 
opening and closing cycle. Besides elimi- 
nating costly installation, any maintenance 
and service that might be required in the 
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future would be simplified. Entire elec- 
trical operating mechanism can be re- 
moved and replaced in a few minutes, the 
manufacturer reports, minimizing inter- 
ruption to business. Maximum Security 
lock with long-throw bolt protection af- 
fords safety against forcible entry. For 
More Information Circle No. 164. 


FORMS BINDERS 


C. E. Sheppard Co., 4403 21st St., Long 
Island City 1, N. Y., makes Cesco nylon 
post binders for marginal punched forms. 


_ 





Their Saratoga binder is for unbursted 
continuous forms, and the Arlington is for 
bursted forms. Both styles come in stock 
sizes for most popular sheet sizes. Con- 
tinuous ¥e”-diameter round nylon cord 
forms both posts and eliminates the pos- 
sibility of individual posts pulling out at 
the base. The specially designed positive 
locking mechanism is fully concealed under 
the covers which are completely free of 
protruding posts or catches on the out- 
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This ADVANCED 
or Trot ei t-tic)] miei aat-Mmaaliale)i-1- 
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cance 


© 
[—) 

/ | 
See the MAN from MONROE 


+ for CALCULATING 


x) ADDING - ACCOUNTING 
_ ta DATA PROCESSING MACHINES 


For More Information Circle No. 247 
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copies . 
electronically! 





Ye 
THE ELECTRO-REX — left —revolutionizes stencil making. Insert type proofs, printed 
matter, clippings, drawings or pictures. While the drum rotates, every detail is faith- 


fully copied — electronically! The only ability required to produce a perfect stencil or 
offset plate is the ability to throw a switch! 


THE REX-ROTARY D-280 — right — gives true printing-press fidelity, 100% accurate 
printing-press registration for fill-ins and multi-colors. Fully automatic tone control 
of inking, rapid color changes — all without messy fingernails! No experience or skill 
required to operate, yet it turns out a professional printing job every time —at sub- 
stantial savings. Electric 

models as low as $485. an 

ised cunia, MeEX-ROTARY 


for free demonstration. 





Rex-Rotary Distributing Corporation * 387 Fourth Avenue, New York 1, N. Y. » MU 4-5405 
Please contact me regarding a free demonstration of (_)Electro-Rex (1) Rex-Rotary D-280 





Name ; ” ia Title Firm 








Address sts us 7 TQ 
L. __ 0159 








For More Information Circle No. 258 


4 





frirther eliminates aneratar decician Where cammunications field thraioh rediuctian af 














side. Both binder styles are bound in 
green slate canvas over 160-pt. board and 
have binding margins reinforced with 
rigid steel angles for added strength. The 
binders are furnished with posts to hold 
up to 4” capacity, but can be provided 
with longer cords for greater capacities. 
For More Information Circle No. 103. 


SELECTIVE TAPE READER 


Friden, Ine., San Leandro, Calif., makes | 


the Selectadata machine which allows 
punched tape to complete entire account- 
ing procedures, from creation of the 
original document to selection of various 
components for subsequent analysis. The 
machine provides automatic selection and 
sorting of data encoded in punched tape, 
eliminating need for conversion to punched 
cards within the area of its code capacity. 


ee 


oti 





Tape skips through a reader quickly and 
accurately until a preselected address code 
is read. Seven selection keys on the Se- 
lectadata offer a choice of up to 127 dif- 
ferent address codes. When used in con- 
junction with a Flexowriter and Solenoid- 
Operated Adding Machine, it becomes a 
low-cost tabulator. All automatically com- 
puted readout on the Flexowriter is ac- 
complished automatically in excess of 100 
words per minute. Use of Selectadata for 
program tape control introduces flexibility 
in the use of Flexowriters for several auto- 
matic writing jobs. Reading of the pro- 
gram tape by Selectadata limits much of 
the need for machine and forms control 
through the Flexowriter reading unit and 
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ASK YOUR 
Office Supply or 
Typewriter Man 
To Demonstrate 


BUD 


PINK PLASTIC PUTTY 


that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 








2,3! 
Easy as 1. ‘ 

1. Flatten the putty PY 
"pressing ver 1 of the 














pe- b ck to 
Fold the putty a shape- 


original pyran 







NO MESSY LIQUIDS 
fo remove nail polish, 
spot or spatter clothes. 
NO HARMFUL FUMES to cause headaches 
or colds. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 


P ° BOX 4644 
BALTIMORE 12,MARYLANOD 





For More Information Circle No. 295 
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For More Information Circle No. 258 


further eliminates operator decision. Where 
limited numeric information, such as in- 
sertion of month, day and year is a re- 
quirement, a manual data selector is in- 
corporated in certain models. A duplex 
control switch provides for either single 
item searching or repeat searching for all 
items having the same address code. Com- 
pound searching is possible by insertion 
of a stop code in the tape to manually 
initiate a second search for sub-classifica- 








communications field through reduction of 
the need for transmission of detailed coded 
data. It is possible to use identical master 
Selectadata tapes, at two remote locations, 
containing all variables covering a large 
variety of products. Reduction of actual 
transmission to address codes cuts wire 
time and cost. For More Information 
Circle No. 136. 


DATING STAMP 





tion items. Selectadata also assists the Faymus Div., Bankers & Merchants, 
inc., . 3229: -N. 
. —_ Sheffield Ave., 
‘ Chicago 13, IIL, 
Completely port- offers the Faymus 
able! Place it any- 29-Year Dater 
Tat ae ha eeeta BOSTON which sells__ for 
from desk to desk. only $6.95 com- 
: plete with ink re- 
All metal construc- i “at Seow 
56) se) 008) 04>) MGR AGS) guarantee. It has 
sharper points. Available in a one piece metal 
Green, Blue,. Sandtone, Gray. 
Order today from your lo- 
cal stationer. 
C. Howard Hunt Pen Co. e Camden 1, N. J 
Tw 
Ott 
4 ms 
z . — 
BOS TON 
frame, comfort- 
able plastic handle 
and is finished 
in green baked 
enamel. Engraved 
brass bands guar- 
antee every im- 
pression will be 
sharply legible. 
There is no rubber 
to slip, blur or 
For More Information Circle No. 245 
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choose the 


CABINET CONSOLETT 


for functional beauty inside 
or out 








Keep machines and supplies 
handy anywhere in the office 
with the cabinet Consolett. A 
safe, compact, versatile work 
unit for duplicators, photo- 
copiers, postage meters and 
similar equipment. 


INSIDE —two full-size shelves 
provide storage for forms, rec- 
ords, supplies. 


OUTSIDE — style and design 
that blend with any office 
decor. Plus smooth, all-steel 
construction. Roomy 28” x 19” 
top. 















MATCHING STAND 


The Consolett gives planned uni- 
formity in any office. It combines 
the space-saving feature of an open 
stand with the privacy of a desk. In- 
stantly mobile at the touch of a toe. 


Write for prices and literature, 


/ Some 
Dealerships 
Available 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road ° Menomonee Falls, Wisconsin 
For More Information Circle No. 250 
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wear down; every imprint is clean-cut and 
neat. A press on handle prints an im- 
pression. As pressure is retracted, the 
built-in ink pad automatically re-inks the 
dater for the next impression. Ink pad 
can be easily removed, re-inked and re- 
placed. A spot alignment panel in the 
base permits full visibility for accurate 
placing of date within a small area. Using 
the built-in adjustable prod, figures on 
any band are moved in an instant, with- 
out risk of scratching or nicking. Sturdy, 
fool-proof construction from quality ma- 
terials, makes possible the 29-year guar- 
antee packed with each dater. For More 
Information Circle No. 121. 


PAPER CUTTER 


Michael Lith Sales Corp., 145 West 
45th St., New York 36, N. Y., announces 
the addition of a front whee: as a con- 
venient calibrator for precision cutting on 
the Triumph manual office paper cutter. 
Low in cost and engineered to work like 
larger cutting machines, this model comes 
in two sizes: 14” and 18”. The wheel, 


a= - 


calibrated to 1/32”, moves the back gauge 
forward and backward. The Triumph is 
designed especially for duplicating de- 
partments and electronic bookkeeping sys- 
tems requiring ledger-statement sheet cut- 
ting in the office. The Triumph, in its at- 
tractive gray-green color, is portable and 
simple to operate with precision accuracy 
and safety. It is sturdy and low in cost. 
Other Michael paper cutters come in 834”, 
14” and 20%” sizes. For More Informa- 
tion Circle No. 106. 
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CARBON PAPER 


Robert F. de Castro, 233 Chartres St., 
New Orleans 16, La., are sole U.S. dis- 
tributors of Geha Duplex Carbon Paper 
for manual and electric typewriters. This 
is “double inked,” and has an inner coat- 
ing of plastic which prevents the ink from 
penetrating into the base paper stock. The 
pores of the paper are sealed to allow 
even distribution of ink over entire writing 
surface. As the carbon paper is used, ink 
is delivered in very thin, even layers so 
that clean, sharp copies are produced from 
the start. The surface is smooth and hard 
and ink comes off only when typing, not 
on the hands. Geha Duplex will not curl, 
or slip in the machine. Attractively pack- 
aged in four-color boxes, wrapped in 
moisture-proof cellophane with 100 sheets 
84%" x 11%” or 8%” x 14%” in black, 
one weight, one finish. Each 25 sheets 
are wrapped in waxed glassine folders and 
box contains one cardboard folder. Im- 
mediate delivery. For More Information 
Circle No. 114. 


TAB CARD BURSTER 


Standard Register Co., Dayton 1, Ohio, 
adds a Tab Card Burster to its Selec- 
tronic line of continuous forms bursters. 


This new multipurpose unit can detach 
IBM continuous tab cards with the same 
ease and simplicity it bursts ordinary con- 
tinuous forms in any of 23 different 
lengths from 3” to 22”. Adjustment for 
any of its several tasks is made by simply 
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Outperforms copiers costing 
up to 4 times much! 


Verifax Bantam 


Copiers 99 each 


Pays to put a Verifax Bantam in every department 


Despite its low price the new Verifax 
Bantam Copier is a true Verifax Copier 
in every sense. A snap to operate. So 
compact you can put one anywhere. 

Makes 5 dry, clean, white copies in 1 
minute for 214¢ each. 

Makes copies on bond-type paper, card 
stock, printed office forms. 

Makes translucent copies for use in 
whiteprint machines—even makes an 
offset master in 1 minute for less than 20¢, 
with low-cost adapter. 


Prices manufacturer’s suggested price and 
subject to change without notice, 


[erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 





What's all-important, too, Verifax copies 
are always accurate and complete, and 
they'll last as long as typed data. 


e*eee MAIL COUPON TODAY+++++>s 

Eastman Kodak Company 213-1 

Business Photo Methods Division 

343 State Street, Rochester 4, N.Y. 
Please send free booklet on Verifax 

Copying and names of near-by dealers. 


Name 





Position 





Company 





Street 





City 





State 


For More Information Circle No. 228 
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WRITE TODAY FOR FULL 


PARTICULARS! : designed for 


>f me tomorrow, with 


1211 Sengbusch Building 


Milwaukee 3, Wisconsin 


For More Information Circle No. 322 


THE OFFICE 


Steek, modern 
styling . ... dec 
orative as well 
as functional 
Ideal for home 
or office... a 
perfect Christ 


mas gift! 


January, 1959 





twisting a dial indicator and moving a 
lever. Punched cards can be detached 
individually or in pairs and the same ac- 
tion automatically removes separator strips. 
Machine provides paper weight adjust- 
ment, automatic shut-offs, easy and safe 
loading, and forms width adjustment from 
3” to 18-15/16”. An extra feature, soon 
to be available, is a slitter attachment for 
all Selec-tronic Bursters. This will remove 
up to 1%” of marginal trim from either 
or both sides of any one-part form, and 
it can be made inoperative when trim- 
ming is not required. For More Informa- 
tion Circle No. 131. 


OFFSET PLATEMAKER 


NuArc Co., 824 S. Western Ave., Chi- 
cago 12, Ill, maker of the Production 
Dynamo flip-top platemaker, is adding 
three models to its line. On flip-top plate- 
makers, the vacuum frame is loaded in 
the conventional face-up manner (glass 


lifts, allowing plate and negative to be 
positioned), release knob is touched, and 
entire vacuum frame pivots face-downward 
for even exposure. Halftone images main- 
tain exact fidelity to original photos and 
artwork, and linework is crisp and clean, 
because of a special design carbon arc 
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Be Just as 
Proud of Your 
Erasing 
as You Are of 
Your Typing! 


Even on today’s su- 

perb machines — 

electrics or standards—-typists make occa- 
sional mistakes. But you can be just as 
proud of your erasing as you are of your 
typing. Erasing results are almost unbeliev- 
ably clean and quick with these specially 
selected Weldon Roberts erasers for cor- 
recting impressions made through carbon 
paper or fabric ribbons. 


JUST TWO EASY ERASING STEPS: 


of i NO. 448 GREEN GLOW. 
Removes surface carbon to pre 
vent smearing. Soft green rubber 
encased in spiral paper wrap- 
ping with pull-string for easy 
repointing. 


2. NO. 3650 GRAYPOINT » 
Removes the final image. Wood- 
cased eraser with quality gray 
rubber core. Easily repointed in 
any pencil sharpener or with a 
knife. Hexagonal; won't roll 
off your desk. With whisk for 
brushing away eraser crumbs 
(NO. 365 GRAYPOINT, Same 


eraser without whisk.) 


© Sraner 3650 WHISK 55%. 


OR: No. 378 GRAYPOINT 


With same quality gray rubber 
core. Spiral paper wrapped, like 
NO. 448 Green Glow. The Gray 
point Erasers are also superb for 
erasing typed 
through fabric ribbons. 


impressions 


Order these erasers today 
from your stationer! 
WELDON ROBERTS RUBBER CO 
365 Sixth Ave., Newark 7, N. J 


World's Foremost Eraser Specialists 








Wh OTE 


For More Information Circle No. 310 
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reflector, built-in automatic carbon arc 
lamp and a one-piece molded live rubber 
blanket. There is virtually no light leak- 
age. Production Dynamos are compact 
units easily operated from one position. 
Largest model in the line is the FT-62 
which measures 50” x 62”. It differs from 
the smaller models only in that its glass 
raises by means of supports on either 
end. For More Information Circle No. 
129. 


2-COLOR OFFSET ATTACHMENT 


Townsend Industries, Inc., 425 E. Wal- 
nut St., Des Moines 9, Iowa, makes a T-51 
Color Press attachment for the 1250 
Multilith which permits printing two 
colors at one time from the same blanket. 
Registration is claimed to be held per- 
fectly since both colors are registered on 
the same blanket prior to transfer to the 
paper. When desired, the same color ink 
may be used in both the Multilith and 
the T-51 attachment for systems printing 
of forms such as insurance policies, dealer 
literature, manufacturers’ price lists, bank 


and office forms, etc. The form and im- 
print are printed at the same time, elimi- 
nating the need for stock-piling forms 
which are subject to frequent changes. 
Clamps or brackets, affecting a three-point 
suspension, make mounting the T-51 unit 
simple, and alignment and adjustment 
easy without altering the press in any way. 
The T-51 can be idled between runs, dis- 
engaged and easily returned to service, or 
removed and re-installed with little effort, 
as required. For More Information Circle 
No. 124. 





NEW 


and improved 


TIME and DATE STAMP 


HELLER ROBERTS 


Manufacturing Corporation 


This new Roberts Model HRTD 
combination time and. date stamp 
with clock face is engineered with 
three simple balanced units—print- 
ing head, ribbon mechanism and 
electric drive. It utilizes a new ham- 
mer method of printing with auto- 
matic self-aligning platens for crisp, 
clear impressions. Instantaneous 
paper-trip operation. Solid construc- 
tion and fine engineering of details 
such as deeply engraved solid brass 
wheels and positive ratchets. Offers 
great flexibility of printing space 
through use of slides, word rolls and 
fixed dies. Choice of three colors. 
One of a new and improved line of 
time stamps, daters and numberers 
bearing the name Roberts, famous 
for numbering devices since 1889. 
Write Roberts Numbering Machine 
Division, Heller Roberts Mfg. Corp., 
700 Jamaica Ave., Brooklyn 8, N. Y. 


For More Information Circle No. 284 
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The NEW Plus-O-Matic Electric 


ms , ° 
e 
WITH THE bon, 
A’ 
NOW! THE FIRST MAJOR DEVELOPMENT 
IN KEY-DRIVE ADDING CALCULATORS 


IN A GENERATION! 








© Faster 


® More Accurate 
The “Magic Multiplier” is an 
exclusive feature of the New 
PLUS-O-MATIC Electric Duplex 
Adding Calculator! 


© Eliminates Key Depressions 
@ Multipliers Visibly Displayed 
@ Easier to Operate Because It’s Automatic 
“The Motor Does The Work’’ 


And Still The Most Economical Key-Driue 
Calculator to Buy and Maintain ! 
Computing Machines Division 
CONTROL SYSTEMS, INC. 

t | 


5 Beekman Street * New York 38,N.Y. + REctor 2-0045 


Representatives in Principol Cities 








For More Information Circle No. 276 
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SOUND SLIDEFILM PROJECTOR Synchrowink picture-change mechanism 


DuKane Corp., Dept. 0-19s, St. Charles, which changes pictures in 1/20 second. 
Ill., makes the Micromatic sound slidefilm The first Micromatic was introduced ten 
projector incorporating in a single, com- 
pact machine a filmstrip projector and 
record player which automatically syn- 
chronizes pictures and sound, without at- 
tention from the operator. Among fea- 
tures of the improved model is a plug-in 
cartridge with two needles, so that a spare 
needle is always ready for instant use. For 
improved fidelity of sound reproduction, 
there is an advanced design printed circuit 
amplifier. For better cooling and longer 
film life, the stubby lamp allows improved 
air circulation with DuKane’s jetstream 
cooling. The Micromatic’s new slim case is 
only 6%” wide at the top. Smaller than 
many a salesman’s briefcase, the luggage 
style case is finished in maroon pingrain 
and brushed aluminum. A built-in shadow- 
box screen is contained within the lid. years ago and is widely used for selling 
Other features of the Micromatic include and training by business and industry, and 
the Redi-Wind film system which com- by churches and schools as an effective 
pletely eliminates film rewinding, and the teaching aid. Also available is an im- 


YOU SAVE 2/3 ON COLLATING "COSTS 


Prove It In Your Own Business At Our Expense 





Built of sturdy, light aluminum, Evans Gathering Rack (18 
sections holding 500 sheets each) fractures collating time, 
improves morale. Folds compactly, rubber mounted. Com- 
plete with exclusive Speedy Jogger to neatly increase speed. 
$35.00. Send no money for free postpaid 10-day trial. 


“Evans aids to efficient office operation’ 


EVANS SPECIALTY COMPANY, Inc. 


P. O. Box 8128-0 Richmond, Virginia 
For More Inforamtion Circle No. 340 
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CUSTOM CASES 


specially designed 
with your 
business in mind 


% any size 
% any quantity 
% any style 


You Nome x... 


Stebco will custom build the 
right ‘‘sales or service tool."’ 
Made in your choice of Stebco 
exclusive patented TUFIDE (un- 
conditionally guaranteed 5 full 
years) or Quality Top Grain Cow- 
hides. Our staff of designers and 
craftsmen have spent a lifetime 
in creating commercial and in- 
dustrial cases for a wide variety 
of products and needs for many 
of the country’s top firms. 


CHALLENGE US to solve your 
problem. Submit your sales or 
service material, samples or de- 
tails. We'll custom design the 
right case and submit quotations 
—no obligation whatsoever 


STEIN BROS. MFG. CO. 
1401-17 W. Jackson Blvd. 
Chicago 7, Ill. 

Over 40 years of superior quality 
and experience 


For More Information Circle No. 248 





Only UNITRAY... 
can do so many jobs 


With punched card processing increasing 

SO we 4 speed, faster card handling becomes mo 
necessary to give you overall department 
saving. Only UniTrRay can do so many jo 
around the department or wherev 
punched cards are being used. Only Up» 
TRAY is able to offer you complete ar 
simplified card handling, storage, transpor 
ing and filing — all in one lightweight, Ic 
cost, flexible tray. Card “juggling”’ is elim 
nated forever. 

UNITRAY was designed to do a job. I 
capacity — 3,000 cards — is large enough 
be operational, yet small enough to be co 
venient. Its flexibility of application allov 
you to buy only what you need in yo 
department — compression V-action 
indexing. 

Vertical use of tray saves space ar 
increases speed of operation. Horizontal u 
of tray provides reference or storage al 
with space savings advantages. 

Anywhere you can lay one punched car 

a Unitray will handle 3,000 in the spac 

ONE RIANA | a } saving vertical position. UNiTRAY provid 

a i superior, large-size labeling — the full fro 

of tray. Handling is easier too with large | 

handle in front and rod handle at open bac 

Unitray works “full time” to help you g 
your job done 





This department is using UNITRAY sort- A narrow room uses UNITRAY wall racks Again, wall space has been lined w 
ing racks, trucks and storage cabinets to separate work areas, stores thousands wall racks to store thousands of cards 
UNISTORALLS in the foreground store of cards in 10 inches of space. Reversing the smallest possible area. 
work-in process in UNITRAY and give added of UNITRAY protects stored cards. 
work surface 


For More Information Circle No. 356 


THE L/NE./NC 160 GOLD STAR BLVD., WORCESTER 6, MASSACHUSETTS 


Manufacturers of Data Processing Accessory Equipment and Wright Rotary Files 


BRANCH OFFICES: 
Albany Chicago Des Moines Indianapolis Minneapolis St. Louis 
Atlanta Cincinnati Detroit Jacksonville New Orleans San Francisco 
Boston Cleveland Elizabeth, N. J. Kansas City, Mo. New York City Seattle 
Buffalo Dallas Hartford Los Angeles Philadelphia Tulsa. 
Charlotte Denver Houston Milwaukee Pittsburgh Washington, D. C. 


THE WRIGHT LINE OF CANADA LTD. Main Office and Warehouse Dyas Road, Don Mills, Toronto 
BRANCH OFFICES: Montreal, Vancouver, Calgary, Edmonton, Winnipeg 





proved manual sound slidefilm projector, 


incorporating all the Micromatic’s features | 


except the fully automatic film advance. 
For More Information Circle No. 108. 


ADDING MACHINE 
Swift Business Machines Corp., Great 


Barrington, Mass., announces the Swift | 
Unistroke Adding Machine which requires | 
no extra stroke for totals or sub-totals. | 


The machine weighs only 6% Ibs.‘and has 
non-print lever for calculating, large pica 
type and short stroke handle for fast, easy 
operation. Other features include two- 
color printing, visible adding dials and 
nine column capacity. The portable Swift 
Adding Machine costs only $99.50. For 
More Information Circle No. 172. 


UPHOLSTERY FABRIC 


Landers Corp., Toledo 1, Ohio, manu- 
facturers of vinyl coated fabrics, announces 
the expansion of their popular Vaquero 
collection of vinyl upholstery. Vaquero is 
now available in 35 decorator designed 
colors ranging from the sedate to the most 
contemporary hues. Three popular uphol- 
stery weights, utility, standard and deluxe 
provide the correct fabric weight for any 
covering application. For More Informa- 
tion Circle No. 171. 
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ONE PERSON 


«» —Staplex 
the proven automatic 


Electric Stapler! 


You can't beat STAPLEX for saving time 
and money in today's Business. No other 
machine at any price handles such a huge 
volume of work with so little effort. 


Completely automatic, STAPLEX staples 
instantaneously upon insertion of work. Port- 


. able, plugs in anywhere! Perfect split-second 


stapling every time. No tiresome hand or 
foot controls....Both hands free to work 
with—simple, quick-set accurate adjustment 
up to 4/4,"' depth. Uses standard staples. 


Thousands in use in every type of business 
—get a free demonstration of STAPLEX do- 
ing your work, saving money for you, now! 


=Sroplex ..- the fastest... 


easiest... savingest way fo staple! 


THE <Sfaplex COMPANY 

775 Fifth Ave., Brooklyn 32, N. Y. 
(L] Show me STAPLEX in action! 
(_] Send me further information 

NAME 

COMPANY 

ADDRESS 


© 1959, The Staplex Company 1-59 
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RETAIL SALES DATA SYSTEM 


Sweda Cash Register, Inc., 7313 N. 
Harlem Ave., Chicago 31, Ill., announces 
a series of Point-of-Sale Registers which 
can be used as input to automated data 


processing equipment. Field-tested and in 
production are two models which produce 
punched paper tape or punched price tags. 
These are compact in size and modern in 





design to fit in existing store fixtures. The 
Sweda E-3 Electronic Audit Strip-Reader 
reads. a coded detail audit strip containing 
ten digits of information produced by 
Sweda Cash Registers, at 100 lines per 
second, supplying data as direct input to 
electronic computers or the information 
can be recorded on magnetic tape for later 
handling in various types of data proc- 
essing equipment. The coded register audit 
strip is printed on the sales floor. Regular 
operating procedures are used and no 
specialized training of sales personnel is 
required: The audit strip is forwarded to 
the store’s data processing center where 
the Sweda E-3 reads and records the in- 
formation. Reports can be prepared for 
sales audit, salesclerk’s commission, de- 
partment sales, merchandise class, etc., de- 
pending ‘on store’s requirements. Safety 
provisions are built into all equipment to 
insure accuracy of data being processed. 
The various types of media produced by 
Sweda Point-of-Sale equipment are to be 


5k FOLDER OVERHANG 


A “must” for rapid 
fanning, finding, and 
pulling 

ADAPTABILITY 

Shelves are adjustable ver- 
tically to any height for 
records of varying size 


SLIDING REFERENCE SHELF 
Installed any place in range, 
Slides out of the way, when 
not in use 


CONTINUOUS RANGE 
No barriers between 
sections of shelving, 


ny = SLlaEs 


OPEN SHELF FILING 


SAVES MORE OF EACH AND OFFERS YOU 


MDF. 


(MORE DESIRABLE FEATU RES) 





Before you install shelf filing, be sure you know 
the many advantages of Estey, over enclosed and 
cabinet-type shelving. Estey provides all the 
usual features PLUS! . because it is 
designed for filing. 


May we send our catalog describing our great 
variety of standard sizes. 


BStres 


CORPORAT 1 


350 BROADWAY, NEW YORK 13, N. Y. 


For More Information Circle No. 326 
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Over 325,000 satisfied users say: 


ati » 


gS 


Why buy TWO when ONE will do! 


GELOSO 
STENOTAPE 


is the 7% lb. electronic miracle 
-hardly larger than your 'phone- 
that’s both 


A HI-Fl DICTATING-TRANSCRIBING MACHINE 
A CONCERT-QUALITY TAPE RECORDER 








Only GELOSO 
STEN JTAPE 


carries a nation-wide 
ONE YEAR parts & service 
warranty PLUS ALL THESE 
TOP RATED FEATURES — 


7% |b. portability- AC 

Small as a phone 

2 hour dictating capacity 

Built-in hi-fi speaker 

Speech and music speeds 

Fast rewind and forward speeds 
Automatic erase and correction 
Guaranteed jam-proof operation 
Just 4 color-coded plainly marked 
pushbuttons 

Takes standard re-usable tape 
High-impact styrene cabinet 
30-ft. microphone pick-up 

for meetings, conferences, etc. 
Operates in car, boat, train, plane 
— in or out of smart carry-case 
New, exclusive Tape Index 

& Log Pad 

Low-cost optional accessories 





and only Complete with ultra-sensitive mi- 
crophone for conferences and ef- 


$ 95 fortless dictating, continuously 
re-usable long-play tape, take-up 
reel, cordovan-finish carry-case, 
tape index and log pad. Finger tip 


or foot pedal control slightly extra. 
NATION-WIDE ONE YEAR PARTS AND SERVICE WARRANTY 


Automatically DOUBLES 

your productivity 

Effortless ‘‘no hands” dictation 
— Two-hour tape capacity — 
Letters, memos, instructions, 
reports, interviews, meetings, 
conferences, etc. 


Automatically DOUBLES your secretary's capacity 
True-fidelity ends “ear fatigue’—A joy to use 
with foot or hand control—Secretary does other 
work while you're dictating. 


Many low cost accessories for business, professional, home use 
Dictate or listen in car, boat, train, plane. Use earphones or extra 
speaker. Record phone conversations, etc., etc., with the world’s 
most versatile tape recorder-transcriber! 


101 BONUS USES for executives, professionals, researchers, re- 
porters, sales managers and salesmen at home and on the road, 
account executives, purchasing agents, etc. — and for everyone 
to preserve forever voices of family and friends. 


FREE DEMONSTRATION- SEND FOR ILLUSTRATED BROCHURE No. 5 


AMERICAN GELOSO ELECTRONICS, INC., 312 Seventh Avenue, New York 1, N. Y., LA 4-9936 


For More Information Circle No. 268 
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used as links in an automatic data proc- 
essing system. For More Information Cir- 
cle No. 156. 


ADDRESSING MACHINES 
Rena Biiromaschinen-Fabrik, G.m.b.H., 
Deisenhofen-Munich, Germany, manufac- 
turer of spirit process addressing ma- 
chines, has developed a combination mas- 





a 


wk 








Pirma 
RENA BUromaschinen- 
fabrik G.m.b.H. 
Deisenhofen 

Unchen 





Bile} Je Je elo) 

















instantly -available =. 
OFFSET NEGATIVES, Ls ea 
PLATES, dig. . 2 





STENCILS q 
STOP WASTING time and money! Every 


time you lose or damage an original, you're 
throwing away a $10.00 average investment. 
With low cost, sturdy MIM-E-O STENCIL 
FILES, you can immediately put your finger , ° 
on a perfect stencil, neg or plate hanging ter and accounting card which serves 
free from pressure . . . protected .. ‘ enn : ‘ 2c <eepi 7 
cosliy tied, onal tound. many a ane — a = 
There’s a MIM-E-O model for all types POSES. ith ample space for records, t - 
and sizes, to protect from 150 to 1400 Renadress master also serves as the origi- 
**investments’’ 

And new SADDLE ENVELOPES hang neg- 

atives, plate plus all work sheets in a single, 

handy, compact filing unit . . . in any 

MIM-E-O model. 









































SAVE SPACE 
AND TIME with 
EASY-FILE CLIPS and 
EASY-FIND INDEXES 


! MIM-E-O STENCIL FILES co. . nal for printing on all Rena models from 


2027 W. North Ave. © Chicago 47, Ii. — the small hand Adressette to the heavy 


pip nared phe hiplife duty electric units. To accompany the 
500 Distributors . . . coast to coast, to help y : eerie ena al P 4 - 
you solve your stencil or offset filing problem. record card master, Rena also introduces 


For More Information Circle No. 381 
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its Rena Model 3000 which has auto- 
matic feed and addresses 3500 envelopes 
or forms per hour. For More Information 
Circle No. 170. 


OFFSET PLATE 


Copycat: Corp., 215 Fourth Ave., New 
York 3, N.Y., announced an aluminum 
offset plate which can be processed on a 
rotary office photocopy machine by office 
personnel. The plate is not light sensitive, 
so it can be handled and worked with an 
ordinary light. It has proper punchings 
for all offset machines and will produce 
runs up to 10,000 or more; or it can be 


stored and reused as required for shorter 
runs. To make the plate, a paper negative 
similar to a photocopy negative is exposed 
to original document in the photocopy 
machine. When the exposed negative is 
developed in contact with the offset plate, 
image is transferred to the plate. Plate 
is rubbed with small amount of fix and, 
after inking, is ready to run. Exposure 
of negative and plate is done in a matter 
of seconds. A set comprising one negative 
and one plate sells for 39c. 
Information Circle No. 116. 


PASTED CONTINUOUS FORMS 


Baltimore Business Forms Co., 3136 
Frederick Ave., Baltimore 29, Md., can 
paste continuous forms together in two, 
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FROM MULTI-MILLION $$ 
BUSINESS MACHINE SUCCESS —TO YOU! 


ADVERTISING 
MANAGER 


EXPERT IN OFFICE EQUIPMENT 

Offers 14 years experience in campaigns and plan- 
ning, marketing, merchandising, sales promotion, 
media evaluation, contests and incentives, copy, 
production, direct mail, product publicity, corporate 
p.r., budgets and control. 

Seasoned, mature (39), well-organized man with 
sound management, creative and sales abilities. B.A., 
Adv. & Mktg., top references. Reply in confidence, 
Box 1, THE OFFICE, 232 Madison Ave., N. Y. 16, 
for detailed resume. 














For More | 


THE ANSWER TO YOUR FILING PROBLEMS 


Saves 
Time, 
Labor 
and up 
to 40% 
in Space 


CORRES-FILE’ 


For modern secretaries, Corres-File brings 
all important papers to her fingertips— 
as Close as her typewriter—making her as 
fresh at 5 P.M. as at 8:30 A.M. No waste 
motion — everything’s in reach from a 
seated position. 


For the modern secretary and the modern 
Office, install Corres-File and you'll: 

@ Cut time in half @ Save costly labor 
@ Increase efficiency @ Double capacity 
without sacrificing space Petented 
Creator of Effective Tools for Effective — ae 


Phone ty w 


WASSELL ORGANIZATION, INC. 
Westport, Conn 
1 Please send free Booklet on CORRES-FILE 
Nam 
+ a ta 
Address 


For More Information Circle No. 410 





three, four, five and six parts for trouble- 
free performance in tabulating and other 
pin-feed office machines. An electronic 
method and new paste developments have 
been combined so that continuous forms 
can now be glued successfully in more 
than three parts without bulk at the folds 
to hamper flow through modern office ma- 
chines. The pasted forms stay aligned for 
perfect registration. They are easy to han- 
dle and assure jam-proof, slip-proof per- 
formance. Less expensive non-process car- 
bons can be used to reduce the cost. For 
samples for testing and additional infor- 
mation, Circle No. 118. 


LABELING MACHINES 


Cheshire, Inc., 1644 N. Honore St., 
Chicago 22, IIl., announces an_inter- 
changeable head for applying cut labels 
with Cheshire Labeling Machines. It can 
quickly replace the roll or tape strip head 
on these units or, in event machine is to 
be used exclusively for cut labels, it can 
be supplied in lieu of roll or tape strip 





Head applies cut or individual labels from 
%e" x 2” to 3%” x 5” to practically any 
class of printed material. Labels may be 
ungummed, or cut from gummed stock. 





heads. This R-4700 Rotary Cut Label For More Information Circle No. 117. 


ATTENTION 
IBM INSTALLATIONS 


MARKES AUTOMATIC RIBBON RE-INKERS: 
port) One large utility company found that by using these 
devices, it was able to reduce an average of 95 ribbons 
monthly to an average of less than nine. 


MARKES RIBBON AND TYPE PROTECTOR: Reduced lost 
machine time, through normal cleaning repairs, of face of 
type, type tails and type bars indefinitely. 
(Customer Report) Uniformly clear sharp impressions 
through use of protector exceeding two years. 






of 
AUTOMATIC . 
RISBON RE-INKERS, 
SIRtON + TYPE PROTECTOR, 


RIBEOW INK DYES. (Customer Re- 





arkes' 
NYLON 
TAB-RIBBONS 


O W. MARKES, MPR. 





obtained 





a ed Bie » TABULATING RIBBONS, 


(Black— 
rple): For IBM 


Electric Accounting 
Machines, 402. "03, ory 405, 416, 417, 418 and 4 
(67) One-half dozen %4” by 12 yards Nylon (Regular) 37'/2 tn $11.94 
(68) One dozen %4” by 12 yards Nylon (Regular) 37'/. inking ..» $20.88 
(69) One-half dozen %” by 18 yards Nylon (Regular) 37'/ inking... $13.38 
(70) One dozen %” by 18 yards Nylon (Regular) 37'/2 inking ; $23.76 
MARKES NYLON TABULATING RIBBONS (Black Only) 
(407 IBM Machines) 
(74) One-half dozen %” by 18 yards Nylon (Regular) . $12.30 
(75) One dozen %4” by 18 yards Nylon (Regular) $21.60 











We Guarantee Materials and Workmanship to Meet or Surpass the Highest Quality Standards. 


Oo. Ww. MARKES, Manufacturer 


43043 GRAND RIVER — BOX 282, NOVI, MICH. — U.S. A. 





For More Information Circle No. 327 
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9 sry pemmee nemmaeare SIDES LEER tar MS So er ASIN HE 


Now...the cellophane tape that 
stays fresher 


Foil wrap is air-tight, moisture-proof, keeps 
“SCOTCH” BRAND fresh when you buy 
it, fresh when you use it. 


sticks tighter 


“SCOTCH” BRAND Tape has quicker 
grab, holds tighter, longer. You need less 
tape to do a better job. 


unwinds easier 


Patented easy-release backing treatment 
lets “SCOTCH” BRAND tape unwind 
without breaking. Saves money, saves 
tempers. 


TO OPEN 
PULL TAB 


won't telescope 


Famous Air-Cushion Core, a “SCOTCH” 
BRAND exclusive, eliminates tape waste 
caused by bothersome telescoping. 





outperforms others 10 to1 


Exacting packaging tests prove “SCOTCH” 
BRAND has 10 times greater holding 
power. Test it yourself—and see! 


...1S selling at lowest prices ever! 


See your supplier now for time-saving “SCOTCH” BRAND Cellophane Tape and tape-saving dispensers. 





Minnesota Afinine ano ]\ffanuracturing company (3M 


y 
«+ - WHERE RESEARCH IS THE KEY TO TOMORROW —-_- 


For More Information Circle No. 316 
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250800.000 


Remington 
Ribbons Ago... 


Remington Rand made the 
first typewriter ribbon. And 
now, the fabulous new 
Super Ny.ex* all nylon 
ribbon with BaN-Lon” is 
available from Remington 
Rand. Its “crimped weave’ 
construction assures a 
sharp impression, 

dark ‘write’, up to 

40% longer ribbon 

life. Write for details 


Remington Hand. 


DIV NEO); rT At PORATION 


Room 2148; 315 Fourth Avenue, New York 10 


1Patent Applied For *Ban-Lon is a registered trademark of Jos. Bancroft & Sons Co. 


For More Information Circle No. 238 
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ADDING MACHINE MAGNIFIER 


Magni-View Reading Aid Co., 21 Ar- 
cade Bldg., Charleston, W. Va., offers the 
Neo-Vista illuminated magnifier for list- 
ing adding machines. This relieves eye- 
strain, reduces errors and speeds work 





by making it easy for the operator to read 








entries on the adding machine’s tape. The | 


illuminated figures on the tape are mag- 
nified 1% times by the 5.50 diopter optical 
lens. Can be used on all machines. 
tails at $12.50. 
Circle No. 157. 


For More Information 


FORMS 


Modern Business Forms Mfg. Co., 333 
W. Court St., Cincinnati 2, Ohio, has 


Re- | 


added a complete line of tabulating and | 


continuous forms lithographed on NCR 


paper to their line of snap-apart sets and | 
statements. Several new presses and con- | 
siderable new equipment have also been | 


added to accommodate a 30% 


increase | 


in volume resulting from the introduction | 


of stock forms on NCR paper which elimi- 
nates carbon paper. A new price list gives 


comparative prices on NCR and carbon- | 


interleaved forms. 
the NCR series incorporates accurate re- 
production of logotypes, halftones and 
pantographs by offset lithography. Forms 
may be custom designed to specific needs, 
or supplied from Modern’s comprehensive 
selection of stock forms, imprinted to 
order, including statements, invoices, 
vouchers, bills of lading, purchase orders, 
credit memos, receiving and packing slips, 
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Competitively priced, | 


YOUR 
COMMUNICATION 
PROBLEM 
IS INTERNAL! 





..and 


DukKane 


can solve it 


Instant communication by DUKANE 
saves time and steps. DUKANE pro- 
vides dependable intercom, private 
automatic telephone, paging, emergency 
alarm and evacuation, and background 
music facilities. DUKANE systems may 
be used separately or in combination, 
for complete flexibility and versatility. 
DUKANE’S communication systems 
are custom-engineered from mass-pro- 
duced components— give you the most 
economical combination for your indi- 
vidual communication needs. 


ONE SYSTEM...ONE MANUFACTURER...ONE RESPONSIBILITY 
GIVES YOU 
emergency evacuation 


time and work-break 
signals 


inspection control 
Send me information on DuKane systems for 
better business management. 
DuKane Corporation, Dept. O-19s 
St. Charles, Illinois 
For More Information Circle No. 343 
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background music 
private telephones 


complete 
intercommunication 





LOOKED AT YOUR SAFE 


If it’s an oldie, if it doesn’t carry the 
no better 
Remember that 43 out of 
100 firms losing their records in a fire never 
reopen. So take a look at your safe. You 

may find you ought to play it safe by investing 
in a Meilink A label safe. There is no 

safer safe in the whole wide world. See your 
Meilink dealer or write for folder to 

Meilink Steel Safe Company, 

Toledo 6, Ohio 


vith Maun ti or hoop 


Most complete line of s 


jerwriters’ Laboratories label, it’s 


than a firetrap 


afes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 








Zone— 


p--------------- 


For More Information Circle No. 328 
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receipts, sales and mail order forms, reply 
messages, and standard forms for special 
usage, such as television-radio re~air, serv- 
ice station worksheets, etc. For the new 
priced catalog, Circle No. 142. 


VISUAL SALES AID 


Filmsort Co., Pearl River, N. Y., makes 
Filmcards for the Vue-dex visual sa!es 
system of displaying color transparencies 
of products, developed by Taylor-Mer- 
chant Corp., New York, in cooperation 
with Filmsort Co. Cards and viewer are 
used by salesmen, architects, builders, 
decorators and others to display examples 





of their work, and in direct mailing of a 
color pictorialization of products. Because 


| of the product classification and indexing 


factors inherent in the Filmsort system of 


| activating microfilmed data, the cards with 
| the color transparencies also can be used 





in product research, cataloging and similar 
sales promotion activity in which indexing 
is of value. Using color in the film aper- 
tures, the Taylor-Merchant Filmcard Vue- 
dex System reduces the display of bulky 
or weighty objects and groups of products 
to compact form. A breast pocket Film- 
card wallet holds the collapsible viewer 
and up to 100 aperture cards. The color 
transparency occupies approximately 1/20 
of the card face area, leaving the rest of 
the space for sales message, indexing or 
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DoALL’s 


Over 100,000 customers have immedi- 
ate access to the DoALL Company’s 
$2 million dollar centrally located cut- 
ting tool and gage inventory. 


Here’s how it works. If a customer re- 
uests an out-of-stock tool at any of 
oALL’s 37 sales-service stores, an 

order is dispatched in seconds via a 

Teletype printer to DoALL’s central 

warehouse. 

The request, received in printed form, 
is processed in a matter of minutes. The 
order is filled, packaged and shipped— 
all in an average time of two hours 
from receipt of requést. 


For customers—reduced inventory, 
wider choice. The speed and accuracy of 


“4 
Henry F. Zartl, 
Manager, Teletype Dept., 
The DoALL Company, 


MPa Po Plaines, Iilinois 
"5. Ce 
wee 


cd 


= 


= 


Site 
“a a 


“Sameday Service” assured by Teletype 


Fes a? equipment makes the entire 
inventory of 15,000 items im- 
mediately available to the customers. 
For DoALL—more, profitable business. 
Offerin ~ | immediate delivery on hard 
to fin non-standard cutting tools 
brought i in more business. 
More information. If you would like 
more information, please write to Tele- 
type Corporation, Dept. 382A, 4100 
ullerton Avenue, gibienne 39, illinois. 


TELETYPE 


CORPORATION 


sussioiary or Western Electric Company me 


For More Information Circle No, 259 
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descriptive data. Filmcards can be so 
printed on both sides. Plans are also being 
developed to use the card-and-film in a 
low-cost combination display and active 
stock control record system. Filmcards 
now being produced for Taylor-Merchant 
are of punched card type. For More In- 
formation Circle No. 160. 


DUPLICATING INK PADS 
Print-O-Matic Co., 724 W. Washington 
Blvd., Chicago 6, Ill., offers their patented 
Print-O-Screen ink pad for printing elec- 
tronically-cut stencils on all types of du- 


Aigmont the office supply buyer says ee O. 


"an index divider 
that lasts 


costs less! 


and colors. 








aS 


* DuPont's om Trade 
Mark for its polyester film. 


Binding edges are reinforced with 
MYLAR * plastic. It is stronger than 
other reinforcing, less bulky.. 


In all stock sizes and made-to-order. 


Choice of a wide variety of index tabs 


or write for samples and prices 


/ AVAILABLE AT YOUR STATIONERS 


plicating machines, using semi-paste ink 
in any stencil duplicator having open, 
closed or closed automatic inking cylinder. 
The screen-like ink pad has five nylon 
mesh layers, each of different mesh. This 
eliminates need for capillary flow of ink. 
Highspeed printing of fine quality is pos- 
sible with the paste-like inks. The Print-O- 
Screen nylon pad shows no wear, won't 
clog nor stiffen. Used in conjunction with 
semi-paste inks, dripping and offsetting 
is eliminated. For More Information 
Circle No. 146. 


TABULATING 
RIBBONS 
W. Markes, 
43043 Grand Riv- 
er, Box 282, Novi, 
Mich., makes 
Markes Nylon 
Tabulating Rib- 
bons for IBM 402, 
403, 404, 405, 416, 
417, 418 and 419 
machines. These 
black, blue and 


Aigmont’s excited about AICO’s 
Rip-Proof Loose Leaf indexes. They 
won't wear, tear or pull through at holes. 
Ideal for use in ring books post and 
ledger binders and memo books. 


purple ribbons 
come in 12- and 
18-yd. lengths. 
Markes Nylon Rib- 
bons for the IBM 
407 come in black 
only, 18 yds. long. 
Prices range from 
$11.94 for a half- 
dozen 12-yd. rib- 
bons to $23.76 for 
a doz. 18-yd. rib- 
bons. All ribbons 
are guaranteed. For 
More Information 
Circle No. 141. 


- and 


G. J. AIGNER CO, 
426 S. Clinton St. 
Chicago 7, Illinois 
Plants in Chicago, 
Rochelle, Illinois, 
New York, Calif, 


For More Information Circle No. 344 
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"| tried 
them all... 


the NEW Thomas 


Collator is years ahead!” 


This may sound melodramatic, but girls do get 
carried away over the New Thomas Collator. 
The modern functional design looks well 
anywhere. It’s been designed for the operator 
to handle collating in the fastest and easiest 
way possible. No more mad scrambles and 
hectic last minute deadlines. The Thomas 
Collator turns a time consuming and irritating 
chore into a pleasant and efficient job. 


One more thing, don’t be misled by gadgets 
or trick names; make your own comparison 
and you’!] know why more people buy Thomas 
Collators than all other makes combined. 


Thomas Collators Ine. 


Dept. B, 50 Church Street, New York, New York 


For More Information Circle No. 260 





The Duplicators of 
WORK-HORSE DEPENDABILITY! 


Old Town NEW 
Model 9H (manual) 
and 9E (electric). 
Each with 


automatic feed 





Whenever you need 
a duplicator, ask yourself Here are the 7 Features of 


oe PARAMOUNT PERFORMANCE 


. Positively! Anyone in your office 
can quickly operate Old Town F 
new Models 9H (manual) and e Ease of use @ Speed * Legibility +. Versatility 
9E (electric). f Cleanliness e Economy ° Durability 
.Can I get perfect copies in a 
hurry? 0 ; 
. Definitely! Old Town's 9H and Old Town’s NEW Models 9H (manual) and 9E 
9E employ spirit duplicating; (electric) Spirit Duplicators will answer ALL your 
do the job from composition to 2 . de 
finished copies faster than any requirements, 
other process. . 
. What about legibility ? @ Easiest to use by any employee. 
. Finest! Clean, crisp and bril- . : 
liant. ®@ Do more work in less time. 
. And versatility? E ; . we. 

. Greater range of sizes (from @ Maintain constant, quality legibility from the 


3” x 5” to Y” x 17") than any 
other spirit duplicators in their first copy to the last. 


price range. Ability to use a 


wide variety of paper and card The only spirit duplicators with the versatility 
stocks. to do more in a greater variety of sizes and 
The Perfect Answer To on various paper and card stocks. 
All Duplicati Questions: ue. 
OLD TOWN DUPLICATORS! Nationally used and commended for dependa- 
Ask your Old Town dealer or bility, cleanliness, economy and durability by 
rise us for full America’s greatest corporations and thousands 
particulars and pre 
demonstration. of other satisfied users. 











eee Y OLD TOWN CORPORATION 


750 Pacific Street Brooklyn 38, N. Y. 
For More Information Circle No. 300 
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TELEPHONE BOOK INDEX 
Premier Materials Co., 3717 N. Hal- 
sted St., Chicago, IIl., offers Dexit self- 
adhesive index tab sets for indexing books 


such as telephone directories. The trans- 
parent, pressure sensitive adhesive strips 
have a legible plastic tab with the index 


THE 
FIVE FEET OF 
SHELF SPACE 


Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 


U. S. Govt. 


STURDY & DURABLE 


Choice selected 114” 
maple. Sloping shelves 
angled for title reading, 
doweled and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smoothly 
with a full load. 


Walnut Finish or 
Natural Wood Finish 
a” ” deep, 

. lest ay - 

14” between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 


$4950 


letter visible from both front and back. 
When a new telephone directory is issued, 
the tabs may be removed and quickly 
replaced on the new book. Priced at $1 
retail, the Dexit index set is available in 
attractive self-selling display box. For 
More Information Circle No. 133. 


COMPUTER EDITING PRINTER 


ElectroData Div., Burroughs Corp., 460 
Sierra Madre Villa, Pasadena, Calif., has 
developed a solid-state line printer which 
will select, edit and print out data from 
a computer or magnetic tape at up to 
1500 lines per minute. The high speed 
printer is integrated with the Burroughs 
220 electronic data processing system. It 
features on-line or off -line operation, buffer 
data storage and automatic editing: all 
under plugboard control. Used on-line, 


ATTENTION 
It’s here—a mobile office 
unit—New, Functional. 
oooltrollsooo 








F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of The Grolier 


Society, Inc. Publishers of The 


Book of Knewledge and 
Encyclopedia Americana. 


For More Information Circle No. 345 
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the printer system takes advantage of the 
computer’s electronic speed to produce 
up-to-the-second reports directly from the 
data processor. Off-line, it edits and tran- 
scribes data from Burroughs 220 magnetic 


tape storage units, freeing the computer 
for other processing jobs. The system con- 
sists of a drum printer and a transistorized 
control unit housing a magnetic core buffer 
and plugboard editing controls. Effective 
output speeds have been increased by the 


100-word memory of the buffer which al- 
lows simultaneous data loading and final 
printing. The plugboard permits the op- 
erator to program-control the printer sys- 
tem independently of the computer. With 
rotary-switch interrogation features, plug- 
board controls make it possible to rear- 
range, manipulate, edit and merge records 
without preparing special working tapes. 
Automatic editing includes the insertion of 
blanks, decimals, commas, dollar signs, 
check-protecting asterisks and zero sup- 
pression. Control over final printing for- 
mat includes linespacing, skipping and 
other versatile paper movement functions. 
The printer’s vocabulary consists of 51 
solid-face characters which print in lines 
of 120 positions. Printing density is ten 
characters per inch. By manual switch, 
the operator chooses one of four drum 
speeds to produce standard alphanumeric 
copy at rates of 624, 720, 1068 and 1225 
lines per minute. All-numeric output can 
be printed at 1500 lines per minute. Speed | 
of printing varies according to nature, use 


SIMPLIFIED SORTING 


THE Kohlhans COMPANY 


The best answer to any sort- 
ing problem is a Kohlhaas 
Sorter or File. Outstanding 
in performance with easy, 
fast and accurate opera- 
tion, each Kohlhaas sorter 
», is flexible and compact— 
the result of more than 
forty years of leadership 
j in this field. There's a size 
for every standard office 
form and special sizes are 
quickly supplied to meer 
individual needs. 
Write for Catalog 
and Information. 


ees | 


| 


8012 S. CHICAGO AVE. © CHICAGO 17, ILL. 
For More Information Circle No. 329 
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MCMV ALLL | WN faces. 
9 


aen 


‘ad’ was 

Vari- 

Typed. 

Headlines by 

Head liner. MX 


é 
2 FONTS IN USE AT TYPE COMPOSITION...limitless and 
ONE TIME professional looking...permits you to use 
the more convenient and economical du- 
2 SECONDS plicating methods for more of your important 
if printing needs. Vari-Typer is operated by 
CHANGE ! your office typist meeting all your needs in type, 
Bodoni, Garamond, Bookman, large, small, light, 
heavy, etc...for anything from an office form to 
a catalog...from a bulletin to a house organ. 


A SUBSIDIARY OF 
ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


LIKE A COMPANY 


TYPEWRITER pene 
WRITES For Full Information, Fill in and Mail to Dept. 10 
WL VARI-TYPER CORPORATION 
720 FRELINGHUYSEN AVENUE 
NEWARK 12, NEW JERSEY 


For More Information Circle No. 217 





YOU DON'T 
PAY THE 
GIRL WHO 
ISN'T THERE 


economical 
automatic 
electronic 


J fenalax 


will give you one copy or make 
a Stencil for 10,000 —or it will 
make an excellent offset plate 
of any graphic material — 
without the use of chemicals, 
etc. Let us tell you more about’ 
its many time-saving office 
applications. Write 


Ji fenalax 


TIMES FACSIMILE CORPORATION 
540 W. 58th Street, New York 19, N.Y. 
1523 L Street, N.W., Washington 5, D.C. 


For More Information Circle No. 330 
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and limitation of the report or listing ap- 
plication. For More Information Circle 
No. 113. 


SPIRIT DUPLICATOR 
Speedliner Co., Dept. 02, 4404 N. Ra- 
venswood Ave., Chicago 40, Ill., an- 
nounces heavy cadmium plating for long- 
life rustproofing of the Speedliner Spirit 
Duplicator. There are no longer any un- 
coated metal surfaces anywhere on the 


machine, since all other surfaces are stain- 
less steel, high polish chrome over nickel, 
or high baked, scratch resistant enamel. 
These finishes, together with simplified 
construction; sturdy lightweight design 
through the use of aluminum castings, and 
ease of operation, give the Speedliner 
many advantages for school, church, plant 
and office use. For More Information 
Circle No. 417. 


MICROFILM FILING SYSTEM 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., makes the Rem-a-Dex pocket for 


bringing microfilmed records together with 
current active records. The “inactive” file 
is made part of the active file. For exam- 
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TIES 





> 
Ps 


ANYT 


Mail, packages, cartons: Yes, any- 
thing you now tie by hand can be 
tied neater, tighter and faster on a 
versatile Bunn Package Tying Ma- 
chine. 

Simple, safe, easy to use: all you 
do is position the object to be tied 
... then step on a trip. Automati- 
cally, you get a complete wrap and 
tie—neat and secure—in 2 seconds 
or less! Faster than hand tying? 
About 10 times. 


PACKAGE TYING MACHINES -~ SINCE 1907 


B. H. BUNN COMPANY 








HING 


And remember—size or shape of 
the object to be tied makes no differ- 
ence. The Bunn Package Tying Ma- 
chine is completely self-adjusting. 

Why not learn now how Bunn 
automatic twine-tying can increase 
efficiency and reduce costs in your 
office. Use the handy coupon below. 


B. H. Bunn Co., Dept. OF-I9 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates how 
we may cut costs with Bunn automatic tying. 


Name - 
Company 
Address 


7605 Vincennes Ave., Dept. OF-19, Chicago 20, Ill. 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. 


For More Information Circle No. 261 
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Cc Of / $ 
>h Liu - Archie Le 
CORNER. ROUNDERS 


$2 4-00 


Prices include 
one plug-in 
cutting unit. 





D/ ADVANTAGES: 


1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 
to 


of knives 
head. 


5. Change cut- 
ting unit in 3 
seconds. 

6. No replace- 


ment of cutting 
blocks, 


Write us for details. 
LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 





For More Information Circle No. 355 
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ple, past history of a hospital patient, re- 
tained on microfilm, is attached to the 
folder made out when patient returns to 
hospital, so that all data is available in 
one location. Similarly, Rem-a-Dex could 
bring together in a current file all trust 
ledger cards. In credit records, it would 
permit keeping current and historical in- 
formation in the active file. Manufactur- 
ing specifications can be microfilmed and 
housed in the active correspondence folder. 
When needed, they can be enlarged and 
prints made, or they can simply be re- 
ferred to on a reader. Rem-a-Dex pockets 
come in three sizes: 5” x 34%”, 6” x 4”, 
and punched card size. Pocket is cellulose 
tri-acetate with a top and bottom fold- 
over which holds the Kard-A-Film jacket, 
and two-sided adhesive tape on the back. 
Pockets attach to any straight-edge file 
folder and create the index guide for the 
folder. When current file includes filmed 
past information kept in a Rem-a-Dex 
pocket, all needed facts are immediately 
available. For sample Rem-a-Dex pocket, 
Circle No. 137. 


SEWER CLEANING UNITS 
Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIL, 
makes a line of Sewer’ Rods _ for 
office building and factory maintenance. 


o. 
re 


ee 8 nse, 
i em | 


| This Flat Sewer Rod is ideal for cleaning 


sewer drains which lead from the building 
to the street and which usually involve a 
great expense if outside contractors are 
called. Easy to operate, the automatic grip 
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We want you to try the best FOR ail 
transfer files on the market, \ PReree 
STAXONSTEEL. The only ' capacity in each 
transfer files that build their . Size Transfer File 

own steel framework as you 

stack them. This exclusive Seeeeeeeeeeeeeeaee 
feature permits you to utilize 0-1 
all floor and ceiling area to 
full advantage. Drawers have 
smooth, gliding action for 
ready-reference to all trans- 
ferred records. This unique 
file will save space, time and 
money. To get your trial 2- 
pack, do this: Fill order form 
at right giving simple details 
asked for. We pay the trans- 
portation! 


BANKERS BOX COMPANY 
2607 North 25th Avenue 
Franklin Park, tlinois 


Gentlemen Please send prepaid at once No. 511 
STAXONSTEEL 2-pack @ 10.70. Prepaid 
(Priced slightly higher in the West). 


Company 


Address—St._ 
Specializing in Record Storage 


Equipment Since 1918 
BANKERS BOX COMPANY 


2607 North 25th Avenue 
Franklin Park, Ill. 


City 





My dealer’s name is. 


at 


For More Information Circle No. 348 
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handle enables you to force the rod in and 
out of the drains easily. Sewers and drains 
from 2” to 8” can be cleared of roots, 
glass, sand, pebbles, grease, metal chips 
and lime deposits up to 150 ft. Every rod 
comes equipped with handle, roller ball, 
and oval spear point encased in a frame 
holder which makes it handy to carry to 
the job. A special revolving cutter can be 
attached to the end of any %” x %” rod 
which come in lengths of 50, 75, 100, 
and 150 ft. These sewer rods are made 
of genuine spring steel and will serve a 
lifetime. For More Information, Circle 
No. 169. 


PAYROLL TAX CALCULATOR 


Melcar Business & Office Equipment, 
480 Canal St., New York 13, N. Y., offers 
its 1959 Payroll Tax Calculator with new 
Social Security rates. There are two mod- 
els, one for weekly and one for semi- 
monthly payrolls. The direct-reading slide 
calculator shows exact withholding tax 
and the 212% Social Security deductions 
all on one line. There are no pages to 


turn, no calculations to perform, and no 
special skill or practice is required. It is 
4%" x 10” and can be easily carried in 
the pocket, placed in payroll book or desk. 


NPR Gm ww . 
ME Gy ug 8 
-” ‘” © rs 


| WITHHOLDING ta. 





The weekly model retails for $3.50 and 
the semi-monthly model for $5. For More 
Information Circle No. 151. 









tes | PRE-ADDRESSED LABELS 


THAT NEVER MISSES 


CHESHIRE 


Labeling 
Equipment 










NO OBLIGATION! 





= > 
YOU'LL SMASH COSTS WITH THIS <Q TIME-SAVER 


te) .» LABELS ALL TYPES AND SIZES 
\ Fit? 
OF MAIL ACCURATELY, NEATLY, ‘SAME ECONOMICALLY 


Models start at $3000. Also 
models for magazines, heavy 
publications, newspapers 
INVESTIGATE TODAY! 


CHESHIRE Inc. 


1644 North Honore Street « Chicago 22, Illinois 


. 


tele) 4 im 

Fully automatic a 

label application: * 

up to 12,000 per:hr 
Post card size = 
to 11% x 144% 






For More Information Circle No. 346 


226 
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variety of roll sizes from 


em. Ba 


49”, and in a 








OFFICE 


AUTOMATION 
STARTS | 


New Mosler Revo-file is the first step 


in any office system that relies upon active cards. 


Revo-File keeps punched or other cards in per- 
fect condition without physical attachment to tie 
rotary drum. Your active cards can be transferred 
from old style files to Revo-File in minutes without 
changeover costs or recopying. You simply drop 
them into place. 

Revo-File delivers cards to fingertips with a sim- 
ple spin of the drum or...on Revo-File electric 
models... by the touch of a button. Card selection 
or refiling time is reduced to 1% seconds. 

Revo-File is mobile...can be quickly moved 
wherever active cards are needed in your instal- 
lation. Models available for all card sizes. 

Large and small offices find Revo-File the vital 
link between active cards and automatic equipment. 

Write Dept. 0-159 for information...demonstra- 
tion...or a free 30-day trial in your own office. 


NEW MOSLER REVO-FILE 


another fine product of The Mosler Safe Company, 
320 Fifth Avenue, New York 1, New York 























For More Information Circle No. 235 
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MICROPROJECTION PAPERS 

Anken Chemical & Film Corp., 11 Hix 
Ave., Newton, N. J., announces five 
microprojection papers, one of which is 
waterproof, for use as the intermediates 
for a variety of reproduction processes. 
New emulsions have been developed for 
the microprojection techniques in which 
the papers are used. Anken Micropro- 
jection Papers on 55, 85 and 105 gram, 
vellum and the waterproof base, come in 
18 sheet sizes from 8%” x 11” to 37” x 


Self-Sticking 
mylar* 
key punch 
correction | ; 






49”, and in a variety of roll sizes from 
814” wide by 60 ft. long to 42” x 150 ft. 
Cut sheets are packed in 100 and 500 lots. 
For wet process (darkroom) developing, 
the microprojection papers can be used 
with all types of microfilm projectors using 
film mounted in aperture cards, in strips, 
jackets or on rolls, to make a positive 
from a negative, whether silver emulsion 
or dye (diazo, Kalfax), from all sizes to 
105mm. Anken Microprojection 55 gram 
is designed especially for use as file copies 
and making blue- 
line or diazo en- 
largements. The 85 
and 105 gram pro- 
jection papers are 
primarily for engi- 
neering reference 
prints. The vellum 
is designed prin- 
cipally to serve as 
a direct reproduc- 
tion positive for 
diazo printing in: 
quantities. Where 
machine operating 
speed is a major 
consideration, Mi- 
croprojec- 
tion Transline is 
recommended. Its 
initial cost is ap- 
proximately dou- 
ble that of other 


For fast, permanent tab card correction — use 
Brady self-sticking seals of Mylar polyester 
film. Stick tight at a touch, stay stuck. Not 
affected by storage, humidity. Super-thin (214 
mils) ... feed freely through tabulating equip- 
ment without catching, jamming or tearing loose. 


Brady correction seals are easy to apply from handy 
Blue Streak® Dispenser Cards. Low cost — 80¢/M, 
216 4" x Y4" seals per card. Available in 

opaque red, transparent or silver (special order). 


Write for Bulletin No. 188 and free samples. 


w.. FIEIEIIIL co. 


*Du Pont Registered Trade Mark 
for their polyester film. 


754 West Glendale Avenue, Milwaukee 9, Wisconsin « Est. 1914 
MANUFACTURERS OF QUALITY SELF-STICKING INDUSTRIAL PRODUCTS 


For More Information Circle No. 347 


Anken = micropro- 
jection papers but, 
in volume print- 
ing, this is more 
than offset by in- 
creased machine 
speeds because of 
its transparency 
and ruggedness. 
Cut sheets of the 
55, 85 and 105 
gram weights in 
the 500 packs 
range from_ ap- 
proximately 5'%4c 
each (84%" x 11”) 
to about 28c for 
20” x 24”. A low 
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cost contact transparentized paper, Super- 
transline, is for 1:1 (same size) posi- 
tive intermediates and reproduction nega- 
tives. Supertransline positive intermediates 
are used in diazo machines, and the nega- 
tives are for printing on vellums, wash-oft 
and photo cloths. Unexposed materials 
can be safely handled in subdued light. 
Developing is accomplished in one to two 
minutes in D-72 type solutions. For More 
Information Circle No. 120. 


LECTERN 


Oravisual Co., Box 11150, St. Peters- 
burg 33, Fla., announces the attractive 
Executive Table Lectern which is lami- 
nated with General 
walnut grain finish. 


Electric Textolite in 
It can be had with 


or without the fluorescent light fixture 
with adjustable chrome shade. The lec- 
tern is 17” high at front (excluding light), 
24” wide and 17” deep. Custom made and 
strongly reinforced for years of rugged 
service, the Executive Table Lectern is $88 
with light; $64 without light. For illus- 
trated literature, Circle No. 107. 
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How To Get Things Done 
Better And Faster 


> od esac 


es 
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BOARDMASTER VISUAL CONTROL 


vy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 
¢ Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Jv Ideal for Production, Traffic, 
Scheduling, Sales, Etc. 
- Made of Metal Compact and Attractive. 


Inventory, 


Over 300,000 in Use 





Full price $4950 with cards 
24-PAGE BOOKLET NO. F-400 





FREE Without Obligation 














Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 


For More Information Circle No. 400 


Coat and Hat Rack 


Mirror-like Chrome 
i” tubular steel 





gt 36" Double 

p Shelf $14.95 
Single-Double-Triple Shelves 
Wall & Floor Models 2’ to 6’ 
immediate Delivery F.0.B. 


BEVCO-Precision Mfg. Co. $31 Chlcaue Ave. | 








Evanston, III. 
For More Information Circle No. 401 
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NOW YOU CAN MAKE 


There are no costly delays check- 
ing proofs, waiting for deliveries of 
rubber stamps or printing plates 
when you own an EVA-PRESS. 
Anyone can easily operate it by 
following the simple step-by-step 
instructions. 

PERFECT impressions for every type of 
office printing . . . forms, postcards, busi- 
ness reply envelopes, address stickers, etc. 
MAKES up to 4” x 6” rubber plates and 
stamps cleanly, quickly, economically. 
PLUGS INTO 110 volts ordinary AC light 
socket . . . also available for DC current. 
TAKES UP less than two square feet on 
floor, table, or bench area. 


UNCONDITIONALLY GUARANTEED! 
Complete Presses From $200.00 


Please send details of your 60 DAY 
FREE TRIAL OFFER 


Neme 


Address 











For More Information Circle No. 331 





CLIPBOARD COVER 


Ability Co., 2420 Hyperion Ave., Los 
Angeles 27, Calif., makes a patented cover 
or holder for clipboards which has one 
large covered pocket and a smaller pocket 
with zipper fastener, for holding loose pa- 
pers. Salesmen who use clipboards can 





store literature, business cards, etc., in the 
pockets and not have to pull out their 
wallet while balancing clipboard. Other 


| workers will find this item handy when 


working with a clipboard away from their 
desks. For More Information Circle No. 
162. 


CAUTION LABELS 


Franklin-Monroe Co., 1023 Joseph Ave., 
Rochester 21, N.Y., makes four Little 
Sentry parcel caution labels designed to 


BIG Boy... 


(ier 





invite reading and heeding. Using apt car- 
toons to dramatize the caution message, 


| and large areas of white space for maxi- 


mum readability, the labels are designed 


THe Orrice—January, 1959 





Now your eatctiebetss =) we oO) 
exes] an 40) 0 i oele) ash 


Racreased postage rates—4¢ for first class, 7¢ for airmail—emphasize 
the importance of using only a precision mailing scale in your office. 
Ordinary scales are too risky...could be costly! 

Overpaid letters now waste even more postage (4¢ an 
ounce instead of 3¢). And underpaid letters arriving 
‘Postage Due” are not only costly to your customers 
but also penalize you in loss of good will. 

A Pitney-Bowes precision scale can stop such postage 
losses. Every model is dependable, exact and accurate. Fast 
registering, they speed mailing. Widely spaced chart 
markings can be read accurately at a glance. 

There are models for every office; and a parcel post 
scale with 70 Ib. capacity. Ask the nearest Pitney-Bowes 
office to show you. Or send coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart of latest Postal Model S-510 
Rates, with parcel post map and zone finder. all-purpose scale. 


— eye 

(i) PITNEY-BOWES Mailing Scales 
—— PITNEY-BowEs, INc., 3499 Walnut St., Stamford, Conn. 

S Originator of the postage meter... offices in 121 cities in U.S. and Canada. 


7~ 
DH 
U 


“ shcsheerieipaiealaamct 


PITNEY-BoweEs, INC. 
3499 Walnut St., Stamford, Conn. 


Model 4900 for i Send free booklet (J rate chart (J 
, the small office 
a has convenient | 0 Ae ae. eee 
; / postage comouter. 


en ieninoeennne 


For More Information Circle No. 321 





strong men 

can’t harm the 
world’s strongest 
all-steel 


folding 
chair 


Strength...electrically welded tubu- 
lar steel construction. Comfort...con- 
tour designed seats and backrests. 
Easy folding...legs glide open and 
closed. Safety...self-adjusting hinges 
can’t slip. Finish...snag-free, chip 
and rust-resistant. In 11 new colors. 


Now at a new low price 


Samsonite 


af folding chairs 


[ Find tt Fast 
tn Th 
Yellow Poges | For church, club, other group seat- 
ing information, see Yellow Pages 
or write: © 1959 Shwayder Bros., 


oo 


Institutional Seating Div., Dept. OF!, Detroit 29, Mich. 
For More Information Circle No. 414 
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to create a careful handling impression at 
a glance. Printed red on white, 2” x 3”, 
titles include: Fragile, Glass, Photos, and 
Don’t Crush; 100 labels in a self-selling, 
transparent, reusable plastic box retail at 
50c. For samples and literature, Circle 
No. 125. 


VERTICAL FILES 


Haskell of Pittsburgh, Box 5273, Pitts- 
burgh 6, Pa., introduces a budget line of 
steel files with many quality details of 
higher priced lines. Made of rust-resistant, 
phosphated furniture steel finished in 
baked enamel, with custom designed satin 
chrome hardware. Other features include 
full cradle progressive suspension with 
ten roller bearings; cradle, case tracks and 


all moving parts electroplated. Sturdy lok- 
weld construction features torque plating 
at each juncture. Drawers are 282” deep 
with full 27” of filing space and have non- 
shifting positive compressors and 44 com- 
pressor positions. Positive acting thumb 
latches and guide rods with positive lead- 
ins are other features. Available in letter 
and legal sizes and in two, three and four 
drawer units with or without locks. Colors: 
mallarad gray, dark gray, seafoam green, 
dark green and burnt amber. For More 
Information Circle No. 119. 
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cord hendlieg — 
new KA - Dy STANDARD 
| 4reeds record handling a1 much a 300%! 


New STANDARD Rol-Dex brings the speed, economy 
and efficiency of rolling card trays to almost every type 
and size of record handling. ALL records are instantly 
and constantly available, not only to the seated clerk, 
but to outside reference as well. 


Available for: 
tab on end (3%” x 7%”) 
tab horizontal (7%” x 3%”) 
wnt 
6” x 4” 
5” x 3” 
MIB (2%" x 3”) 
and can be adapted for 
special size records. 


STANDARD Rol-Dex units can be 
joined to form work stations of 
any desired length and capacity. 
All styles of STANDARD Rol-Dex are also made for 
stand-up operation and can be equipped with casters for mobility. 


Pat. & Pats. Pending 


WATSON MANUFACTURING COMPANY, Inc. 
Aiea Rol* Dex Division, Dept. O-3, Jamestown, N. Y. 


Please forward literature on ROLe®DEX Standard Units 


Company.- - - 
Street 


For More Information Circle No. 262 
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DUPLICATOR DRUM WASHER hand operated for hot solution; hand 


: operated for cold solution; and a motor 
Walco Products Co., 6641 N. Newgard : ; 
nm, Cina 26, Ill, makes the Walco ‘riven unit. The sturdy 22-gauge gal- 





vanized tank has convenient carrying han- 
dles. The 450-watt electric immersion 
type solution heater has switch and pilot 
light. Unit measures only 1312” x 15%” 
x 18” high. Basket for washing small parts. 
is available as an accessory. For More 
Information Circle No. 153. 


SELF-STICKING LABEL 


Labelon Tape Co., 450 Atlantic Ave., 
Rochester 9, N. Y., makes MC Labelon 
self-sticking labels designed for outdoor 
or permanent indoor use. These consist 

of a pressure-sensitive card that can be 


SU 
line written or typed upon and then covered 
WH >”) + with an attached clear layer of outdoor 
WH type Mylar plastic for permanent protec- 
ry tion. The Mylar cover protection can 
withstand rain, dirt and sunlight, and is 
not affected by grease, oil or acids. The 
Washer for all stencil duplicator open and writing under the cover cannot be altered 
closed cylinders. Made in three models: or marred in any way, and labels resist 


N Oo W i TYPING that looks 
e like PRINTING — 


at a fraction of the cost! 


I 





Inexpensive Typewriter Composition That 
Looks Like Expensive Typeset Printed Matter 


Your “copy’’ CAN Look Like 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cormposition, and JUSTIFIED 
so that regular type-set printing is 
sirmulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two colurnns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin 


Your “copy” Now Looks Like This 


Now - your typewriter is more useful 
then ever. Anything that is now set 

up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
e simple offset, mimeographed, or 
hektographed bulletin, the Marginato 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free Illustrated Folder 


MARGINATOR COMPANY, 1121! W. Magnolia Ave., Burbank, Calif. 
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heat up to 300° F., or cold down to 
—100° F. MC Labelon is easy to use and 
comes with colored borders in black, blue, 





red and green, for filing or identification 
purposes. Conveniently packaged in small! 
tray boxes. Sizes range from ¥%” x 12” 


TAILORED 
AUTOMATION 





Tailored Automation is the registered trademark 


of Systematics, Inc 


Systematic: 


up to 2” x 3%”. In the smallest size the 
price is lc per label. For free samples 
and prices, Circle No. 109. 


MARKING PEN 


Diagraph-Bradley Ind., Inc., Box 269, 
Herrin, Ill., offers a felt-tip marking pen 


with a 4” ~ 14” diameter aluminum barrel 
that holds a sufficient supply of ink for 
hundreds of average marking needs. A 


Your present machines 


Do more work 
AUTOMATICALLY! 


Systematic’s N-500, N-700 Intercouplers 
sense alphanumeric data in tab cards or 
paper tape and transmit it selectively to 
the typewriter or counters of your 
National Cash Register 3100 Accounting 
Machine. Watch your accounting machine 
print hard copy automatically at a speed 
in exce’s of 600 characters per minute, 
exclusive of cycling operation! Production 
is increased, accuracy is assured, and 
accounting costs are slashed! 


For descriptive literature on these and 
other Systematics Intercouplers that will 
automate your existing machines; write 
today: 


60 East 42nd St., New York 


For More Information Circle No. 333 
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valve holds ink until a downward pres- 
sure on the felt tip allows the ink to 
saturate the tip. No refill is necessary 
since it is designed and sold at a price 
which makes it expendable. Available in 
seven brilliant colors and black for dura- 
bly marking any surface. Ink dries in- 
stantly. Shipped in display carton, one 
dozen per box. For More Information 
Circle No. 154. 


FOLDING CHAIRS 
Brewer - Titchener Corp., Furniture & 
Equipment Div., Cortland, N. Y., makes 
BTC Folding Chairs in six models: Deco- 
rator mode! (illustrated) with fully padded 
and upholstered seat and back; Panel 
model with birch or walnut seat and back; 
Caribbean model with perforated metal 
seat and back for incoor or outdoor use; 
Tom Thumb, a juvenile size chair in any 
of the adult models; Tablet Arm model 
with easy folding arm mechanism and 
tablet of decorative laminate plastic 
bonded to plywood core; and Chapel 


Cut Your 
Mailing 
Costs! 


with the Model No. 6 


This portable table SAX- 
MAYER Model No. 6 is 
especially adapted to tie 
letter mail — also de- 
signed for general pur- 
pose tying of bundles in 
any sequence up to 6” 
high without adjust- 
ments. Adjustable legs 
and casters available at 
a small additional cost. 
All SAXMAYER tyers 
are noted for SAFETY 


— automatic releases where needed; SIMPLICITY — all working 
interchangeable; not only attractive in appearance but also EFFI 
fully automatic, speedy, firm, non-slip ties, economical in twine and time. 


us prove it on our trial basis. 


model 
kneeler. 
backs. 


with upholstered and padded 
BTC Chairs have full seats and 
An X type construction provides 


rigidity and strength. Legs and braces are 
of oval steel tubing. Chairs have non- 
marring, replaceable moulded feet. A 


arts are 
IENT — 
Let 


WRITE DEPT. J 


NATIONAL BUNDLE TYER CO. ¢ 


Blissfield, Michigan 


For More Information Circle No. 334 
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wide variety of standard fabrics and com- storage and counter space. Maso book- 
plementary frame colors are offered.: For cases function as island dividers, individ- 
catalog showing all chairs in full colors, ually or in groups. Made of heavy gauge 
Circle No. 147, 


MARGINAL PUNCHED FORMS 


Cullom & Ghertner Co., 600 21st Ave. 
North, Nashville 4, Tenn., produces mar- 
ginal punched continuous forms in the fol- 
low.ng depths: 11”, 8144”, 7-1/3”, 4-4/10” 
and 3-2/3” to fit typewriters, teleprinters, 
tabulators and other machines. To assure 
satisfactory service and prompt delivery, 
Cullom & Ghertner is installing the most 
modern rotary offset presses and collators. 
For More Information Circle No. 168. 


BOOKCASES 

Interstate Metal Products Co. (Office 
Equipment Div.), 666 Lake Shore Drive, 
Chicago 11, Ill, makes Maso decorative 
steel bookcases, styled to fit functionally 
designed offices. The bookcases are suit- 
able for wall or corner use. They provide _ steel electrically welded, with adjustable 
extra working and shelf area and increase shelves which lock in place. Models are 


TE %; 57) 


NOW YOU CAN CUT COSTS é, 
step A Cover your own dampening rolls with 


PRESEWN TRI-MOL molleton covers 
IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 


can put on their own dampening roll TRI- 

MOL Molleton covers. It’s as easy as 

A-B-C (see illustrated wi at 

= ar Ra left). Send in your order to- 

coe) eens MOL Mel day or write for more 
te cover (as shown) onto roller. information. 


STEP C—Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For further information. write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 





<n ee 











DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 386 
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available with open face or with glass or Junior Executive Chair Mats. Special 
steel sliding doors. Finish is baked-on sizes are available on order. For More 
enamel in a choice of tan, mist green or Information Circle No. 138. 

gray, to blend with modern office and store 

furnishings. For catalog, Circle No. 128. POCKET ADDING MACHINE 


R/B_ Crafters, 1642 Fairmont Ave., 

TRANSPARENT CHAIR MATS Philadelphia 30, Pa., offers the Addimult 

Stempel Mfg. Co., 2830 Roberta St., Summator which adds and subtracts fig- 
Dallas 3, Texas, has repackaged the com- 
plete line of Stemp-O-Glas Clear Plastic 
Chair Mats. Each mat is sealed at the 
factory in a strong, transparent plastic 
cover to protect it from possible scratches, 
abrasions, dirt and moisture. This dust- 
proof, moisture-proof transparent cover is 
designed to remain on the mat until it 
reaches its user’s office. Dealer and cus- 
tomer can inspect each mat minutely on 
both sides and along all edges without re- 
moving the cover. Visual-packaged Stemp- 
O-Glas Clear Plastic Chair Mats are 
available in standard sizes from 36” x 48” 
to 72” x 60” with either 20” x 10” or 
33” x 10” lips. Double lip styles are avail- 
able in DeLuxe Executive, Executive, and 





5 / MODERN MACHINES FOR MODERN BUSINESS 


e AUTOMATIC TIME STAMPS 
¢ AUTOMATIC NUMBERING MACHINES 
© ELECTRIC QUICK SET NUMBERING 
¢ ELECTRIC DATERS 
e ELECTRIC CHECK SIGNERS 
e ELECTRIC ENDORSERS 
e CHECK CERTIFIERS 


Ajax recording machines and devices record your 
operations . . . Quickly . . . Accurately 
Economically . . . Permanently. Excellent for carbon- 
ized and snap out forms. 


Consu/t us on any problems that have 
to do with timing, dating and/or 





AJAX BUSINESS MACHINES, Inc. 


112 Magnolia Ave., Westbury, N.Y. EDgewood 3-2111 








For More Information Circle No. 335 
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ures up to nine columns. Because of the 
simplicity of its construction, it sells for 
only $14.95. Made of sturdy metal in two 
colors, it is an attractive desk ornament. 
It can be collapsed to fit in a coat pocket. 
For More Information Circle No. 135. 


EXPENSE RECORDS 

Louis A. Varisco Co., 1655 N. Water 
St., Milwaukee 2, Wis., makes an expense 
reporting system which includes forms for 
daily and weekly reports and monthly 
summary reports. These are available in 
plastic bound books, single padded sheets 
or as duplicate or triplicate snap-out sets, 
and cover requirements of the Internal 
Revenue Service. This firm has published 
the results of a survey of firms indicating 
the different methods they use to keep 
expense records. For a copy of this, Circle 
No. 122. 


OFFSET WASH-UP SHEETS 
Direct Image Aluminum Plate & Sup- 
ply Co., 5829 E. Beverly Blvd., Los An- 
geles 22, Calif., makes Speedy Mat clean- 





up sheets for cleaning the ink rollers on | 


offset duplicators without 


rollers. This reduces wash-up time and is 


removing the | 





said to prolong roller life. The two-sided | 


Speedy-Mats have added wet strength and 
are made for Multilith 1250 series (slotted 
and pin bar), A. B. Dick 350, ATF-15 and 
Davidson offset duplicators. For free sam- 
ples, state press size and Circle No. 167. 
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Don’t break your back 
digging up buried information! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files. 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files. 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well. 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling. 


Ly 
Legal Size $4.55 


ane 


my, 
j : 
‘li ' 


Letter Size 


$3.70 


| Prices slightly higher 


| West of the Rockies and 


in Texas, Colorado, 


outside the USA Check Size $2.50 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 
For More Information Circle No. 354 


239 





you can’t beat them for design and value! 


OR a GOnenCRals 
WRAP RACKS 


with the exclusive Borroughs 3-way hanging hanger bar 


A pleasure to look at .. a pleasure to use . . you'll be happy to have a new Borroughs 
wrap rack in your office. Consider these Borroughs features—smart, trim design—head-to- 
toe quality and efficiency — adjustable garment capacities. Yes, the standard 6-, 9-, 12- and 
15-capacities can be increased as desired with Borroughs 3-way hanger bar. All models 
have apex-ridged hat shelves, umbrella holders, rubber shoes . . and the 9-, 12- and 
15-capacity models come in single or double face, with add-units also available. 


Send for more facts now. 











Richly plated, mar resistant 
hanger bar holds basic num- 
ber of hangers on front side 








. reverse the bar from back 








to front, and you increase 





capacity 1 hanger per foot 





. or use top of bar for 
greatest hanger capacity. 


send for literature 
MODEL 610610 MODEL 610910 


B oO i ® oO id G ‘a s§ MANUFACTURING COMPANY 


OF KALAMAZOO 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST. aif. KALAMAZOO, MICHIGAN 


For More Information Circle No. 252 
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LETTERHEAD WINNERS 


Gilbert Paper Co., Menasha, Wis., 
offers samples of the 13 best letterheads 
selected from the monthly letterhead con- 
test conducted in the Gilcrafter, Gilbert 
external house organ. The _ letterheads, 
while being outstanding for design, are 


completely practical. They are the actual 


commercial letterheads printed by the 
same lithographers who “pro@uced the 
original entries. The brochure contains a 
design analysis of each letterhead, includ- 
ing identification of the type faces, which 
makes it a valuable source of ideas to 
help solve letterhead problems. For the 
brochure, Circle No. 150. 


FORMS BINDERS 


National Blank Book Co., Holyoke, 
Mass., announces their No. 308R folder 
on storage and reference binders for 
bursted and unbursted data processing 
forms. All binders are illustrated and 
fully described. Included are specifications 
and prices for all parts and accessories. 
For this literature, Circle No. 392. 
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TWO-WAY RADIO 
Radio Corp. of America, Communica- 
tions Products Dept., Camden 2, N.J., 
offers an illustrated booklet which de- 
scribes how businesses can increase the 


efficiency of service functions with two- 
way radio. Systems are designed for inter- 
communication between remote locations, 
vehicles and roving personnel. For this 
booklet, Circle No. 159. 


WATERCOOLERS 


Cordley & Hayes, 443 Fourth Ave., 
New York 16, N. Y., offers a new 20-page, 
illustrated catalog, describing the complete 
line of Cordley & Hayes electric water- 
coolers (standard, compact, hot-cold, ex- 
plosion proof, refrigerator storage). It 
gives capacity data, technical and rough- 
ing-in details for each. Photographs show 
interior construction, including compressor 
motors, tubing and storage compartments. 
Text also describes hot-tap attachments 
that supply 190° water through standard 
coolers; the Cordley-Rac that permits wall 
suspension of certain coolers; and other 
watercooler accessories. There are helpful 
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hints on how to select the right cooler, 
best location sites and installation method. 
For this catalog, Circle No. 143. 


PAPER FACTS 


Byron Weston Co., Dept. OF, Dalton, 
Mass., has published an up-to-date edition 


GREED 
1={|@1@y-< 





of Weston’s Red Book. Familiar to most 
buyers and users of fine papers, this pocket- 


eereeeeeeeeseeeeee 


sized volume of paper facts and figures 
contains complete information on stock 
sizes, weights, colors and other data apply- 
ing to the complete line of Weston cotton 
fiber bonds, ledgers, index bristols and re- 
lated specialties. There are suggestions for 
selecting and using Weston papers, mill 
practices and standards, an interesting pic- 
ture story of how paper is made, a dic- 
tionary of papermaking terms and other 
useful reference data. Copies of the Red 
Book are available by addressing a re- 
quest on a company letterhead to Sales 
Dept., Byron Weston Co., Dalton, Mass. 


WHITEPRINT GUIDE 


Ozalid Div., General Aniline and Film 
Corp., Dept. Z-1, 25 Corliss Lane, John- 
son City, N. Y., offers a 16-page guide to 
whiteprint equipment and its various ap- 
plications, with photos of the latest equip- 
ment and a list of complete specifications 
for each model. Each model is fully de- 
scribed in terms of its particular advan- 
tages, applications and distinguishing fea- 


Speed Up and Improve Your Card Reproducing 
Operation with an Automatic 


QUIKSWITCH 80-80 


The Quikswitch 80-80 is a switchable plug- 
board for the IBM 514 or the 519 reproducer. 
It replaces the manually wired 80-80 board and 
provides column-for-column reproducing into 
blank cards or, at the flick of a switch, any 
desired column can be left blank or gang 





punched with constant data. 


No wires to pull — no wires to replace. 
We invite your inquiry for detailed information. 


Illustrated is the 519 panel, The 514 





anel is also 


available without switches for Punch-X control, 


EXCLUSIVE 
DISTRIBUTORS 


THE SNAPOUT FORMS CO. cuaroon, onso 


For More Information Circle No. 378 
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tures. Detailed data is furnished on the 
Bambino, Ozamatic, Streamliner and Print- 
master. For this Guide to Ozalid White- 
print Machines, Circle No. 144. 


RETOUCHING COST STUDY 


LogEtronics, Inc., 500 E. Monroe Ave., 


Alexandria, Va., offers a brochure report- 
ing the results of a comparative cost study 
of conventional and LogEtronic methods 





of preparing prints for photomechanical 
reproduction. LogEtronic equipment em- 
ploys a modulated light source which en- 
ables controlled exposure of the negative. 
This is said to normally produce savings 
of from 40% to 60% in artwork and re- 
touching costs. For this cost study, Circle 
No. 158. 


FORMS BINDERS 


Royal McBee Corp., Port Chester, N.Y., 
has issued a brochure on its line of Mar- 
gin Master Binders, designed to house 
active marginally punched forms. Models 
for both burst and unburst forms are 
available. The model for unburst forms 
permits housing directly from the tabu- 
lating machine, with bursting, stripping 
and extra punching eliminated. An illus- 
tration shows the constant columnar label- 
ing possible. The brochure also illustrates, 
step-by-step, the ability to remove any 
portion of the sheet body as a unit when 
burst forms are stored. This is a quick 
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BUSINESS COURSE 














rT i sh ~e re 8 “—_ a aE a) 
ed ’ 3 
: i 
a & & sa 8 @ Gee 
\ 
a 


Sa’ 


ELECTRONIC COMPUTERS 
ARE HERE 


Learn to apply them 

Electronic Computers require new 
systems and procedures. 

Electronic Computers require a new 
look at established practices. 
Electronic Computers require trained 
personnel at all levels. 

Electronic Computer programming and 
applications can be studied on the job 
or at home with a 

HOME STUDY COURSE 

designed for 

inexperienced people, developed by 
Business Computer Experts. 


vvv vv 


A practical Workshop Approach. 
Write for Free Brochures: 


BUSINESS ELECTRONICS 
INC. 


Computer Dept. 


420 MARKET STREET 


SAN FRANCISCO, CALIF, 


Member National Home Study Council 
For More Information Circle No. 336 


CYLINDER WASHER 
for ALL stencil 
duplicators. Now in 3 
mproved models: 
Hand Operated — 
for Hot Solution 
Hand Operated — 
for Cold Solution 


Motor Driven 
Complete Unit 


For Information write to: 


WALCO PRODUCTS COMPANY 
6641 No. Newgard Ave., Chicago 26, Ill. 


For More Information Circle No. 337 
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SYV7TRON 
Vibrating 


ENVELOPE 
JOGGERS 









prepare mail 
for faster 
damage - free opening 


SYNTRON Envelope Joggers are ideal for 
many office duties. Their 3600 controllable vi- 
brations per minute quickly loosen and shake 
down contents of envelopes so manual or auto- 
matic letter opener can be used for faster trim- 
ming without damage to contents. They can be 
used to align scrambled stacks of checks, time 
cards, job tickets, punch cards, speed assembly 
of manuals, etc. They save time and reduce 
losses. 

Built for long, dependable, maintenance- 
free service. Available as table deck, divided 
deck or bin type joggers. 


Write for complete catalog —— FREE 






SYNTRON COMPANY 


715 Lexington Ave. Homer City, Penna. 





For More Information Circle No. 361 
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means to remove or add a sheet anywhere 
in the binder. A one-piece post bar makes 
this possible. Other features listed for 
both models are: ease of operation, en- 
couraging immediate storage of forms as 
created; flat backs for labels; ability to 
read inner edge of forms without depress- 
ing at binding edge to do so; no protrud- 
ing posts. The Ironclad Binder is an eco- 
nomical housing for the permanent and 
inactive storage of continuous punched 
forms. For the brochure, Circle No. 145. 


LABELS FOR AUTOMATION 


Allen Hollander Co., 385 Gerard Ave., 
New York 51, N. Y., in a bid to become 


the “one-stop” source for all labeling 
needs, offers its latest edition of “Able 
Label Aids.” Emphasis is placed upon 


label aids to automation, a comparatively 
new field of label use where, Hollander 
believes, there are great opportunities to 
cut costs and save time via labels. In- 
cluded are such automation aids as spot- 
carbon labels, stock automation labels, file 
folder labels, dottos for color coding, and 


TRY BUY! 


The New and improved 
LINDICATOR COPYHOLDER 


will make your 
typists happy 
because it holds 
the copy just right 
for perfect reading. 


Guaranteed for 
one year. Preci- 
sion built for 
years of trouble 
free service. 





BEFORE YOU 





Non-vibrating, 
clutchless, and 
no stiff wire or 
cable. 

Line by line 
spacing with easy 
hand or foot 
control, 

Available in four widthe—1014”, 18”, 24” and 30”. 
Magnifier has “ON” and “OFF” positions. 

Holder for shorthand notebooks. 

Copy-Lite for correct lighting. 

Pedestal Models for accounting machines. 





See your dealer or write to 


ALLEN O’HARA 
NATIONAL DISTRIBUTOR 
713 M. & M. Bidg., HOUSTON 2, TEXAS 
For More Information Circle No. 362 
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dozens of interesting stock label designs, 
special handling labels, embossed foil 
labels, anniversary seals, and tags. For the 
catalog, Circle No. 165. 


OFFICE ACCESSORIES 


Delta Products Div., Air Accessories, 
Inc., 1400 Henderson, Fort Worth, Texas, 
offers a catalog of their 1959 line of office 
accessories. Since the firm’s entry into the 
office accessory field three years ago with 
Floor Show transparent Plexiglas chair 
mat, they have rapidly expanded their 
line to include a wide array of accessories 
fashioned in various plastic materials. The 
1959 catalog includes a new line of 
formed plastic convenience trays, waste- 
baskets and letter trays, in addition to 
chair mats, desk tops, office and industrial 
signs. One example of the versatility of 
size and shape possible with plastics is the 
Sound Off desk top. Inexpensive manu- 


Dr nd 


oatmion 59 
& 





facturing procedures ermit custom 
“Sound Off” desk tops to be shaped for 
modern, modular or free-form desks at 
little more cost than standard tops. Plan- 
ning for further expansion in the office 
field, Delta announced the: purchase of a 
fiberglass furniture compahy which will 
shortly introduce a complete line of office 
accessory furnishings. For the catalog, 
Circle No. 166 





NEW ELECTRIC NUMBER- 
ING, CODING, DATING 
MACHINE FOR CARBON 





for 


Forms 
Invoices 


Carbon Interleaved 


Insurance Certificates 
Purchase Orders 
Client Numbers 
Identification Codes 
Check Numbering 
Shop Ticket Coding 


p'us many more 


AND ORIGINAL FORMS 
10 DAY FREE TRIAL 


¢ Save up to 50% of coding 
time over hand models. 
Adjusts automatically to 
mark 1 to 12 carbon copy 
interleaved sets. 


¢ Numbers consecutive, dupli- 
cate, or repeat. , . 6 to 10 
wheel models. 

e Consistently even, legible 
impression, perfect align- 


ment on All copies. 
Write for Full Details 

















PRYOR MARKING PRODUCTS 


434 SOUTH WABASH AVENUE e@ 


CHICAGO 5, ILLINOIS 








at 
For More Information Circle No. 363 


DISTINCTIVE ENGRAVED DESK SIGNS 


Increase personnel "prestige" and pro- 
mote office efficiency! Made of laminated 
bakelite, 1% x 7/2, permanently en- 
graved and inserted in a crystal Plexiglas 
base. Panel available in black, gray, 
green, red, walnut and mahogany with 
white letters. Attractive and easy to clean. 
Order yours today! 


Only $2.50 ea. 





6 or more $2.00 ea. F.O.B. Chicago 
25% deposit required on all C.O.D. orders. 


Send for complete catalog and quantity price discounts. 


PLASTIC LETTER INDUSTRIES, INC. 


° 190 N. Wells, Chicago 6, Ill. 


For More Information Circle No. 364 
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add-@-mount 


An Entirely New 
"Calculator Approach’ 
Put Add-O-Mount under 
your calculators and 
adding machines 





The Add-O-Mount 
is a practical 
necessity for 
ease, top 
speed and 
accuracy. 
ADDS: Desk 
space, control, 
vision, ease, 
quiet, efficiency. 
U. S. Patent 
No. 2,656,098 


add-O-mount pad 


ALL desk office 
machines—one side GRIPS desk 
firmly—other side allows ma- 
chine to SLIDE where you 
need it. Sound deaden- 
ing; pads come in all 
standard sizes 


designed for 






U.S. Pat. 
Pending 


add-O-mount 
folding 
tray 


There is something 
NEW under the sun in 
Office Trays! Beautiful 
plastic desk trays that 

fold compactly. 





U.S. Pat. Pending 


ADDS—Security, Privacy, 
Accessibility, Space 
adds 100% to 200% for 
overnight storage. For 
letters and office papers 





Write for 
mount folding trays and also machine 
desk stands and the amazing Grip-or 
Slide pads. 


new literature on add-O- 


DEALERS AND 
DISTRIBUTORS 
INQUIRIES INVITED 


Manufactured by 


HUTTON BUSINESS SERVICE 
Box 66, Highland, California 











For More Information Circle No. 338 
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BOOK & COVER PAPERS 


Lee Paper Co., Vicksburg, Mich., offers 
| a sample swatch folder of their new Soft 
| Touch Corsican paper which is sized for 


offset, letterpress and gravure. It comes 





in a fluorescent white and six colors in 
wove antique with plain edges; and white 
and ivory in wove antique and felt fin- 
ishes with plain and deckle edges. Avail- 


CHECK CHEATS Are After Your Money! 
Stop Them With This Low-Cost 
PERMA-PRINT ............Only $29.50 


CHECK PROTECTOR 








Every small office, professional man, home 


needs this check protector. Makes your 
checks tamper-proof, Prints amount clearly, 
permanently in 1 operation. Precision-engi- 
neered, factory guaranteed. Styled in 3 
decorator colors. Takes any size check. 
Lightweight, fits in desk drawer. Order 
PERMA-PRINT protection today from your 
office supply dealer. 

Send for free brochure “These Cold Facts About 
Check Fraud May Save You From Being Burned” 


APPLIED RESEARCH CORPORATION 
Box 1316 «© Erie, Pa. 
For More Information Circle No. 339 
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no 
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a 
able in book and cover weights. The artist : > 
designed colors are especially attractive, For the toe asda 
chosen to aid the production of effective and the “Up-dated”” office . 


printed pieces containing both line and 
halftone. For this sample folder, Circle 
No. 149. 





A REPORT ON DRAFTING 
Filmsort Co., Pearl River, N. Y., offers modern 


MATIC’ 
an eight-page article entitled “More Engi- S 


neering for Less Cost” by Arthur H. Rau, tomy posting equipment 


drafting consultant, General Electric Co., | ‘a 
who tells how good drafting programs | NOE teeebeln 
with modern office methods 











FPS Coy 


achieve savings for both engineering and 
manufacturing. The illustrated article 
spells out the importance of coordinating 


drafting between engineering and manu- ws 
facturing; controlling engineering changes; AND STANDS 


standardizing engineering forms and pro- 
cedures; using functional drafting, free- 
hand drawing and arrowless dimensioning 
to save drafting time. For a free copy of 
this article, Circle No. 455. 





PORTA-MATIC 
POSTING TRAYS 


AND STANDS 





MORE VALUE FOR YOUR DOLLAR | 


TILT-O-MATIC 
TRAYS 
(For Register Forms) 













V-MATIC TRAYS 
(Small Capacity 


Containers) 


HANDI-MATIC TRAYS 
(For writing beard and 
mathine accounting rec- 
erds requiring small 
capacity containers.) 





IDEAL Electric Stencil Duplicator 


Silk screen process $325.00 
° tol 
Twin cylinder sles tie complete catalog 
e Variable speed— e Perfect paper and 
40 to 140 copies postcard feed 
per minute M.-L 
MEAD-LEE Associates 


Write today for our new, 


; Printing press 
a bigs A rg quaiity mimeographing 


paste ink 


Precision built 
Dealerships available, 
National Distributors for U.S.A. and Canada 


AMERICAN OFFICE EQUIPMENT CO. 


(com | SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT (recsarian 











24 E. 2ist Street, New York 10, N. Y. 1721 Elmwood Ave., Buffalo 7, N.Y 
Ask For Free Folder or Circle No. 102 For More Information Circle No, 357 
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Accounting Communications 


(Continued from page 121) 


accountants have the habit of “talking 
to themselves,” but they do so in a kind 
of private language unintelligible to the 
multitudes who don’t know a debit 
from a credit. Moreover, the individual 
practitioner or public accounting firm 
is restrained by professional ethics from 
hornblowing. 

It therefore devolves upon the pro- 
fessional organizations of the account- 
ant to undertake intelligently planned 
communications with the public, and not 
alone for the benefit of the accountant. 
In the long run it will be the business 
community, and the public as a whole, 
which will benefit by understanding the 
work and tools of the accountant. 


£ 





ovurw’ WT 7 vw" VEE ee TUE 


The accounting profession’s major 
associations, their headquarters and 
chapter organizations alike, face what 
can rightfully be termed a public respon- 
sibility to strengthen their communica- 
tions capabilities. This will involve a 
good amount of translation of account- 
ing terminology into common vernacu- 
lar, telling the story imaginatively and 
entertainingly, and utilizing the best 
news media. The task will be difficult 
but by no means impossible, thanks to 
the availability of national public rela- 
tions counseling firms that specialize in 
the arts and techniques of communica- 
tions. 

No doubt the expert public relations 
counselor may likewise have much to 
offer toward the improvement of internal 
communications within the accounting 
field. One can think, for instance, of 





eas INDIVIDUAL as 













DIPLOMAT 
$3.95 


your SIGNATURE...- 


THE DIPLOMAT Changepoint’s new and distinctive pen 
set for individual use and office standardization. Available 


in chrome or gold alumalite ball pen or fountain pen. 


TELEPHONE Di 3-7965 549 SOUTH ROCKFORD 
TULSA 20, OXLANOMA 


IT'S NEW 


For More Information Circle No. 380 
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" fe Maa Poon mien . sa aM ay »] 
-a profit angle: 


scores of ways in which a public rela- 
tions advisor could legitimately serve 
an accounting firm by improving the 
internal flow of information among 
officers and employees, all the way from 
ghost-writing speeches to _ publishing 
bulletins. 





Duties of the accountant are becom- 
ing more versatile. The specialized func- 
tions of his new, multipurpose electronic 
tools are adding to the complexities of 
his work. As a consequence, some peo- 
ple see a growing danger that the 
profession’s internal communications 
may deteriorate through inability of 
accountants to understand one another. 
For example, one speaker at the recent 
FGAA symposium voiced the need of 
a “standard language” for describing 
data processing problems, so that the 
work done by one agency can be util- 
ized by any other, with the result that, 
regardless of the type of tool utilized, 
the same problem definition can be used. 
He went on to say: 





“The development of standard prac- 
tices for the representation of problems 
and solutions is as necessary today in’ 
the field of data processing as it was in 


the field of mathematics many years E¢ .L. BARKLEY & co. 
ago... The language of mathematics | ~ “Dept. 10-1, 1220 Van Buren St., Chicago 7 - 
was developed without the benefit of | — For More Information Circie No. 382 

computers; it was developed by the — 

users of computing tools. The language 
of data processing should be developed 
by the users of data processing tools. A ‘celeome ome far 


Accountants are in that category.” ay. Te 


; : the Slide-Sorter 
Since the Federal Government is the Muminated tee tes 


largest single processor of data in the lection aiid arrangement 















phn ° gay eer or NX 
- « - sequence desire 
world, the challenge to develop a prac- Drojection.- Order several for S ry 995 
ticable, common language for electronic Siuhaslias @ Gener’ chentes each 

eo . : = " SenCheckor MoneyOrdere NoC.0.D. Pius $1.00 for 
data processing is posed to the Federal Pt 











H. E. GEIST CO 
accountant. 8614 Lorain Ave., Cleveland 2, Ohio Handling 





For More Information Circle No. 383 
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Automation for All 


(Continued from page 142) 


ment, supplies, and the full range of 
accounting machines and systems de- 
signed to encourage maximum office 
productivity, efficiency and employee 
satisfaction. Continued improvement 
will be made in typewriters—the back- 
bone of communications technology— 
to fit them to meet the expanding com- 
munications needs. More than ever, the 
typewriter, in its many forms, will serve 
as the key instrument in speeding the 
flow of information, from preparation 
of the interoffice memorandum to the 
complex role of input-output mechan- 
isms for electronic data processing 


In data processing, the industry will 
greatly accelerate the development and 
provision of electronic and electrome- 
chanical systems that can fill an almost 
infinite variety of functions and fit the 
requirement of businesses of all sizes. 

Office equipment companies no 
longer regard their role as that of pro- 
ducer and seller only. They believe that 
they can best serve office management 
by acting as qualified consultants in the 
installation and application of modern 
office equipment and methods. More 
and more, the industry is making such 
assistance available in office systems 
ranging from the simplest, where a 
manual typewriter and an accountant’s 
ledger constitute full mechanization, to 
the most complex integrated data pro- 


systems. cessing systems utilizing batteries of 


The Quik-Stripper 


TAKES PLATES AND CARDS OUT OF 
ADDRESSOGRAPH FRAMES! 


Slide frame over opening in table-top of Quik-Stripper. 
Plates and cards fall out, slide down chute into waste basket. Im- 
possible to get grime in hands or ruin fingernails. Work from back 
of frame. Fingers never touch inked plate. Pays for itself because of 
time saved. Models for all styles of frames. Trouble free. No 
service problems, Send for circular giving details and prices. 
Specify style of frame to be stripped or send sample. Write Ad- 
dressing Machine Co. of Calif., 667 Mission St., San Francisco 5, 

_. YUkon 2-2130. Quick-Strippers sold on 5-day approval. 


For More Information Circle No. 311 
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Enjoy your ’phone much more- with 


PHONE -FRIENDS. 


Phone-Friends is a pair of sturdy telephone aids — designed to make your ’phone 
life much, much easier. 


Phone-Friends combines one Rest-A-Phone (the preferred ‘phone rest that frees 


both hands) — with one Dextra (the world’s handiest ’phone index), Your choice 
of ten colors — to match all ’phones (Western Electric). 


$3.95 per set — at better stationers and retailers everywhere, (Either 


item, individually, $2.00 each.) 


REST-A-PHONE COMPANY @ P. 0. BOX 10554 © DALLAS 7, TEXAS 


QDOHQHNHAKRHRAHAAHOD 
STOTT HSHSHTHHHSH5HGS 











TOOOOOOU UO UUUUUUUUUUUUUUUUUUUUUUU UU UU UUUOONS 
For More Information Circle No. 312 
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typewriters, business machines 
electronic computers. 

We in the office equipment industry 
believe that business can look with 
confidence to the ability of office man- 
agement to contribute to the progress 


and success of American enterprise by 


keeping tight control over costs and the | 
constantly expanding office function. | 


We also recognize that the human ele- 


ment will continue to be office manage- | 


ment’s first concern and we believe that 
continued automation will bring a fur- 


ther degree of professionalization to the | 
individual office employee, a greater re- | 
ward for his or her more highly skilled | 


efforts, and a high degree of job satis- 
faction. The individual office employee 
will become, even more than now, not 
the slave of the machine, but its master. 
Toward this end, the office equipment 
industry is dedicated to serve business 
the world over. 


Modern Purchasing 


(Continued from page 139) 


There is no need for a purchasing 
agent to be a member of the association 
unless he is encouraged to get full value 
from his membership and use it. The 
point is: organized purchasing has been 
qualifying the purchasing agent for in- 
dustry. Has industry given him a chance 
to do the job for which he is prepared? 
You know it doesn’t do the purchasing 
agent much good to study, train, and 
qualify if he is treated as a service 
clerk. Today the purchasing agent 
should should be in on the ground floor. 
He is schooled in the art of negotiation 
and realizes the need for good public 
relations. If he is allowed by industry 
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eliminates carbon paper 


makes inked copies 





Dupli-Typer Ribbon 
Attachments for type- 
writers increase pro- 
duction, reduce costs 
on continuous form 
work, Dupli-Typer 
Bookkeeping Attach- 
ments eliminate car- 
bon jackets, provide 
complete visibility. 





Dupli-Typer Corporation 


456 Fourth Avenue, New York 16, N. Y. 
ee More Information Circle No. 358 


SAVE!:397 


Buy Direct from Manufacturer 
eRubber Stamps e Self-Inkers 


e Steel Stamps e Stencils 

e Special Band Stamps 

e industrial Inks e Daters 

e Inspection Stamps 

e Price Marking Stamps 

e Bakelite Signs §eNumberers 
e Hand Printing Press 

e Inter-changeable Rubber Type 
e Engraved Deep-Kut Stamps 

e Electric Time Stamps 


Shipped on Day of Receipt of Order 
invoiced Monthly e Catalog on Request 
NO STATIONERS OR DEALERS, PLEASE! 


KRENGEL MFG. CO., INC. 


22] Fulton St NewYork7,.N Y. Tel COrtland7-5714 


For More Information Circle No, 359 
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SORTKWIK 


The non-allergenic fingertip preparation 


Eliminates irritating rubber fingers... 
messy, unsanitary sponges 


Easy to use — just apply | to fingertips 


for greaseless, stainle tacky film. 
Pick up papers easily, quickly. 

Non-drying—contains no drying 
alcohol. 

Non-allergenic— Recommended by 
dermatologists. 

Long-lasting — attracts moisture to 
fingers, making one application long 
lasting. 

Widely used— Thousands of businesses 
speed up sorting, counting, filing, 
posting with SORTKWIK. 

Your Stationer has SORTKWIK or 
will stock it for you. Only 50c each. 


Find out why SORTKWIK isa 
regular office supply item in so 
many businesses. Your stationer 
/has SORTKWIK or will stock it 
for you. Only 50c each. 


‘FOR TRIAL OFFER send $1.00 
for two regular size containers of 
SORTKWIK. 


LEE PRODUCTS COMPANY 
Dept. O-!, 2736 Lyndale Ave. So., Minneapolis 8, Minn, 


SSRI RARER SS A aE 
For More Information Circle No. 265 


| to be in on the planning stage and is 


given a chance to work with other 
departments, he can soon show that the 
purchasing department, as a distinct 
function, should be a regular on the 
first team of any company. 

May I suggest that you of manage- 
ment ask your purchasing agent today 
to start preparing a Purchasing Depart- 
ment Manual. This will set forth the 
duties, responsibilities and authority of 
the purchasing department. It will show 
how the purchasing department coordi- 
nates with the other departments. If 
yours is a small operation, this may be 
an outline of the job and duties of the 
purchasing agent, but important none 
the less. You will want to review the 
preparation of the manual from time to | 
time. You and he may find that there 
are some areas that need clarification. 
This I can promise you: 

1. If you will clearly define the 
authority of your purchasing agent— 
and let him do the purchasing; and... 

2. If you will insist on competency 
in the purchasing department; and... 

3. If you will give the purchasing de- 
partment qualified help, with up-to-date 
working tools; and... 

4. If you will insist that others work 
with and not against the purchasing 
department; and... 


“Please tell 
the office 
manager that 
I'd like to 


see him!” 
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5. If you will insist that other de- 
partments take the purchasing agent and 
his aides in at the beginning and give 
understandable, complete specifications 
with time for intelligent purchasing; 
and... 

6. If this position is clarified and sus- 
tained by management... You will find 
that modern purchasing will pay and 


Six 
different 


in RO 


to suit 
any problem. 


Dieh! Calculating Machines are re- 
nowned for efficiency and quality 
Each model is outstanding in its price 
range already Diehl produce a fully 
éutomatic calculator of exceptional 
performance at a moderate cost. This mo- 
de! is also available with a back transfer 


or @ storage register or both 


pay well. You only need look at a few 
of the reviews of the outstanding com- 
panies of America on this matter to see 
that they, the business giants of our 
land, have learned this lesson and they 
would not think of purchasing except 
by and through a qualified purchasing 
department and purchasing agent or 
director. 


N 


Ao & 
Wy 


» } 


A machine of the Dieh! Calculator range has its place in every office 


Feely on ~Liehl_ 


DIEHL RECHENMASCHINENFABRIK - NURNBERG . STEPHANSTRASSE 49 
For More Information Circle No. 280 


COLOR—CODED FOLDERS 


(Prevents Mis-Filing) 


We color-code in bright colors (you specify the 
color) with I'/,"" band on regular or shelf folders. 
All popular weights of manila and kraft file folder 


material. 


Southern Folder & Index Co. 


P. O. Box 1232, El Dorado, Ark. 


Sold Thru Dealers Only 


Your inquiries answered promptly. 
Write for catalog. 


For More Information Circle No. 281 
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NEW! DISCOVERY! 


SAVES PLUMBING BILLS O"NSTaXtey 


INSTANTLY 
Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIL, 
makes the Plumber’s All Purpose Flush- 
ing Gun for cleaning obstructions in of- 
fice toilets, urinals and sinks. Anyone 
can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., no matter 


how many bends there are. Can be used 
on any waste pipe from %” to 6” to 
clear paper, rags, grease, sand and other 
debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet. 

For More Information Circle No. 313 


3 PHONE PROBLEMS 


SOLVED 
1. Safeguarding privacy. 


2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
72 Madison Ave. 
New York 16 











For More Information Circle No. 314 


(ADV.) 





Right Product; Right Price 


(Continued from page 140) 


or representatives. Care should there- 
fore be taken to understand the proper 
channels of delivery. Does the repre- 
sentative or jobber in our particular 
area understand his products as related 


| to our own individual problem? Can he 
| answer our questions? Will he be con- 
| sistently available to help his product do 


a job for us? Is equipment, or parts, 
readily available? 

If prices are fairly equal at the same 
quality levels, it seems most important 
to me that the reputation—integrity, 
follow-through, guarantee—of the com- 
pany be one of prime considerations in 
determining the right product. 

The ability of the buyer to maintain 
an open mind during his discussions 
with different sale representatives will 
aid his peace of mind with the knowl- 
edge that he has made the right pur- 
chase. Psychologists tell us that people 
naturally close their minds to new ideas. 


The human being, with his deep rooted 


prejudices, will often think with his 
emotions rather than his _ intellect. 
Doctors say we often decide before we 
get the facts, instead of first getting the 
facts and then making a decision. We 
are naturally reluctant to change our 
minds. This quirk of human nature is 
the possible basis for the need for some- 
one within an organization to train him- 
self to think with the facts and spend 
his organization’s money where he will 
receive the total value with the most 
economy. Only when we consider the 
whole problem, relative to our purchase, 
can we arrive at total value. 

Let us consider the purchase of food 


THe Orrice—January, 1959 





for a hospital. This is an actual case 
proved publicly at a recent convention. 
One company sold No. 10 cans of 
tomatoes for $3 a case, another sold 
No. 10 tomatoes for $6 a case. The $3 
tomatoes were cut and found to contain 
30 ozs. of tomatoes per can. The $6 
tomatoes held 66 ozs. of tomatoes; they 
were whole, fairly firm, had much more 
color and were voted unanimously to 
have the best 
taste. Obviously 
the $6 tomatoes 
represented total 
value and _ the 
most economy. 
Consider the 
arithmetic fea- 
tures of another 
purchase. One 
company pro- 
poses that their 
idea of perfectly 
rinsing dishes, 
glassware and 
silverware called 
for the installa- 
tion of equipment 
mounted on a 
dishwashing ma- 
chine at a cost of 
$70. This was 
for projecting a 
wetting agent, 
under a constant 
and equal pres- 
sure, through the 
$70 installation, 
into the rinse 
lines of the dish- 


washing ma- 


break 
sur- 


chine, to 
the water’s 


face tension and allow the cleaned 
dishes to dry to a sparkle and newness 
unknown to the industry. 

The other company proposed a 
machine costing $230 that would pro- 
duce the same result. This company’s 
theory was based on a complicated 
separate machine that pumped a wetting 
agent into the rinse lines. In several 
actual comparisons the $70 installation 


“SILVER 
SUPER" 


PAPER SHREDDER 


Nobody wants to buy 
ashes, but waste 
paper is valuable, so 


SHRED, BALE 
and SELL IT 


That’s the sure way 
to destroy confiden- 
tial files — and make 
money from the 
waste paper. 


e AUTOMATIC HOPPER FEED 
e SAFE, QUIET OPERATION 

e EASY MOVING ON CASTERS 
e MAINTENANCE FREE 


Write today for literature 


INDUSTRIAL SHREDDER AND CUTTER COMPANY 
103 MILL STREET ° 


SALEM, OHIO, U. S. A. 


For More Information Circle No, 290 
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TIME STAMP 


Records to 
the minute 
when it 
arrived... 
how long it 
took... 
when it left. 


ll, 
dorson 
— 


4-jewel movement — Not expensive. Un- 
conditional full year guarantee, Space for 
company, dept., etc. name on rubber die. 


DORSON corr. 


605 W. Washington — Chicago 6, Ill. 


For More Information Circle No. 402 





OOO000VU00 
STEVENSON & SMITH, INC. O 


LEADING MANUFACTURERS _ 


-Part Busin 
oe ge d 


Oo Stevenson. & Smith 
evenson mith, 
© forms mae facturers 
O tems creators, 4 
to coast, by outstanding B 
O dealers and systems analysts. 


O Write for name of your nearest 
representative. 


STEVENSON & SMITH, INC. 


Lackawanna Place 


BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 403 
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proved far more effective. As a matter 
of fact, the $230 machine failed badly 
after one week of operation. 


Here are two distinct products where 
the open mind approach to the whole 
problem proved total value. The toma- 
toes costing twice as much proved to 
be more economical; the rinsing ma- 
chine, costing 1% that of its competitor, 
proved to be the machine that would do 
the job and represented total value. 


| Only by considering all the plus features 


as related to our individual operation, 
can we come up with the right pur- 
chase. Many times, looking at price | 
only can be misleading. 

There is the case of the two fresh 
produce companies. One offered baking 
potatoes for $3.50, the other wanted $4. 
After considering the facts presented by 
both companies, the purchasing agent 
decided on the $4. type. The reason was 
that these potatoes were guaranteed by 
a reputable company to be within a 
certain size, they were washed and 
ready for immediate use. By the simple 
arithmetic reasoning he found that for 
his operation, he could not afford to 
chance the loss of guarantee and he saw 
no reason to put high priced employees 
on the job of washing and grading the 
potatoes. These buying experiences 
prove the “arithmetic of buying 
quality:” 

ADD up the plus features, the bene- 


: fits, quality and service, regardless of 


price. 

SUBTRACT the undesirable features 
and disappointments which could result 
from the purchase: the possibility of in- 
frequent service calls, replacement and 
repair parts, lack of knowledge by 
representatives or jobbers. 
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DIVIDE the total cost by the total 
length of satisfactory service, total guar- 
antees and service after the sale. 

MULTIPLY the profits of total value: 
the satisfaction (or criticism) of our 
management, our employees, our cus- 
tomers and ourselves. 

By considering this arithmetic of 
value, the purchasing agent will elimi- 
nate many after-purchase problems. 


Bank Record Keeping 


(Continued from page 130) 


research for Greyhound Corp., was 
named permanent director of research 
for the institute. By mid-November Mr. 
Byerly’s staff, consisting of a methods 
analyst, a time study engineer, a quali- 
fied bank cost accountant, and a spe- 
cialist in bank operations, had been 
recruited and were in the field conduct- 
ing further research. 

The first phase of the institute’s in- 
vestigations was also completed at this 
time. With this completion, four 
seminars were held during September 
and October to familiarize member 
banks with the procedures used by the 
Research Institute in establishing time 
standards for the various operations in- 
volved in the dual posting fully deferred 
method. The seminars were designed to 
assist bankers in evaluating the data 
and applying it to their own banks. The 
two-day meetings, held in Denver, 
Chicago, Atlanta, and New York, were 
attended by over 250 representatives of 
institute-member banks. The report on 
the standards developed by the first 
phase of the institute’s study was pub- 
lished and sent to all institute members 
early last month, a little more than one 
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DUPLICARD 


DOES ALL YOUR ADDRESSING 
| Faster and at Lower Cost! 


Model E-22 Automatic Electric Duplicard prints 
addresses in any position on mailing pieces up to 
11'/."" wide from address masters of any size up to 
6"' x 10"' ledger cards, including tabulating cards. 
AUTOMATIC _ rotary 
spirit Duplicard ma- 
chines do every ad- 
dressing job—post- 
cards, envelopes, 
statements, circulars, catalogs, 
newspapers or magazines. Hand 
and electric models feed and ad- 
dress at high speed. No metal 
plates required. Address directly 
from 3” x 5” Duplicard file cards, 
or larger ledger cards. Six years 
or more of normal addressing 
service from a single filemaster 
card costing little more than l1¢. 
Duplicard models are priced from 
$139 to $965. Write today for new 
illustrated catalog showing all 
Duplicard machines. 





DUPLICARD 
ADDRESSING MACHINES COMPANY 
1010 E. Chestnut St., Santa Ana, Calif. 


For More Information Circle No, 395 
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It doesn't take a production genius 
to operate this high output driller. 
With its quick, simple setup and 
extreme ease of operation short 
runs are not a headache but a 
special delight. Handles a full 
range of round holes required for 
post and ring binder forms, with 
attachments for cornering, slotting 
and slitting available. 


Write for literature now. 


PIONEER 


1130 Nebraska Ave. « Toledo 7, Ohio 
For More Information Circle No. 271 


year from the date of the institute’s 
establishment. 

Visiting banks of all sizes throughout 
the U. S., the research team obtained 
detailed data on the time and techniques 
for performing dual posting. These data 
included the time associated with the 
performance of tasks, the volume of 
work handled, experience and training 
of operators, type of supervision, and 
certain characteristics of the system it- 
self such as time schedules, rotation of 
operators and type of equipment. 

The report presents standards for the 
operation of a dual posting fully de- 
ferred system in terms of volume per 
unit time for the various functional 
tasks. Any bank operating under this 
system can compare its own operation 
and efficiency with the standard. Like- 
wise, information is available for de- 
termining what revisions might be 
required within a system to more nearly 


approach an optimum. This can later 
be used to compare the various types of 
manual accounting systems, to compare 


mechanized and automated systems, 
and to make a more intelligible determi- 
nation regarding what system is best 
for the individual bank. 

The second phase of the institute’s 
research is currently under way and 
nearing completion. This deals with 
single posting and related methods of 
proof. Included in this phase is a de- 
tailed investigation of the “tronic” sys- 
tems. Standards are being developed for 
these various methods. The final results 
of this study will provide a basis for 
comparing the overall efficiency and 
operation of demand deposit account- 
ing, in any bank, with the most efficient 
currently in use. It will provide a 
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measure of the relative efficiencies of 
different types of equipment, assuming 
that differences in efficiency exist. 

When studies of demand deposit 
accounting functions have been com- 
pleted, the research team will move into 
other phases of operating techniques. 
Thus, in less than 15 months, NABAC’s 
newest weapon in its continuing march 
toward better and better banking was 
blueprinted, constructed, launched and 
placed in “orbit.” 





Successful Automation 


(Continued from page 127) 


right to expect to be, and should be, 
adequately and intelligently informed of 
the effects of these new modes of office 
operation on their job security and their 
economic well-being. 


Increasingly in the future, automated 
office operation will be the rule rather 
than the exception. Those failing to 
keep in line will find themselves far be- 
hind the parade, handicapped by exces- 
sive costs and unable to keep pace with 
the forward movement. Modern man- 
agement must be able to make decisions 
based on quickly available and accurate 
information. Automation and communi- 
cation are the two factors that must be 
developed in every organization, in 
order that tomorrow’s plans and deci- 
sions may be formulated today. Modern 
management will insist on office auto- 
mation to develop its needed conclu- 
sions with speed, accuracy and clarity. 
Automation will provide management 
with proper interpretive analyses of 
daily problems and will eliminate vague- 
ness and generalities. I believe that 
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the progress of automation will. not 
be slow. It is now taxing facilities of 
equipment manufacturers to produce 
the required machines. Watching, study- 
ing and meeting the problems of office 
and credit department automation will 
be challenging and interesting, not only 
from the mechanical standpoint but 
from the economic, human and social 
aspects of tomorrow’s modernization 
and progress. 


Procedures Analysis 
(Continued from page 106) 
the findings, or both. 
Usually, of course, it is necessary for 
the analyst to conduct a brief recon- 
naissance survey, before the plan of 


MILLER -TROJAN photo equipment 


study is drawn up, to acquire an overall 
grasp of the dimensions of the project 
and determine the methods, staffing and 
time needed to accomplish the work. 
This reconnaissance often includes 
interviews with the executives for whom 
the survey work will be performed. 

This seemingly obvious principle is 
often neglected. Drafting a survey plan 
is all-important to the success of any 
systems and procedures study. Not only 
does it serve to concentrate all further 
efforts on the main line of the study, 
but it provides an effective means of 
informing all executive and supervisory 
personnel of the nature and purpose of 
the study, thereby facilitating their 
cooperation and assistance. 
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selected operating personnel in the units 
to be surveyed should participate on a 
full-time basis in the conduct of the 
study. The application of this principle 
works in a variety of beneficial ways. It 
helps to secure acceptance by operating 
personnel of the results of the survey by 
giving them a personal stake in the 
project. Thus it becomes, in part, their 
study and they are naturally anxious to 
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help put their own findings into effect. 
Also, it promotes better understanding 
and appreciation of the significance of 
systems analysis throughout the organi- 
zation. And, of course, it enables the 
systems analyst to do a faster job on 
each project, in effect increasing his 
ability to perform more studies more 
thoroughly. 

4. Fact finding must be complete and 
accurate. Failure 
to adhere strictly 
to this fundamen- 
tal principle can 
have serious con- 
sequences, partic- 
ularly when trying 
to “sell” recom- 
mendations. Here 
again, the neces- 
sity for early de- 
velopment of an 
orderly sequence 
to the study 
comes to the fore. 
A well structured 
outline, serving 
as a framework 
around which to 
assemble facts, 
will assure that all 
essential informa- 
tion is obtained. 

As to accuracy, 
this is a matter 
largely of exercis- 
ing care and per- 
sistence. Never 
rely entirely on 
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or on interviews with supervisors to 
find out what their people are doing. 
You will only learn what they are sup- 
posed to be doing. The difference be- 
tween theory and practice is frequently 
significant. 

5. The analysis phase of a systems 
and procedures study is very important. 
The guiding principle in systems analy- 
sis is that the whole of a given system 
be examined in three distinct parts: (1) 


to identify any unnecessary work which | 


can be eliminated; (2) to simplify the 
execution of all remaining essential 


work so that it gets done easier, better, | 
to develop | 


faster and cheaper; (3) 
measures to control performance of the 
work to insure that optimum utilization 
of clerical manpower will be main- 
tained. 


6. In striving to arrive at an optimum 
solution to problems, the analyst should, 
wherever possible, develop alternative 
recommendations, identifying the ad- 
vantages and disadvantages of cach so 
that they may be fairly compared and 
evaluated. The alternative method 
selected should then be subjected to 
exhaustive tests and critical re-examina- 
tion before it is finally submitted to 
management. 


Experience is no substitute for analy- 
sis and imagination. When faced with 
problems, the analyst should always try 
to develop new and better solutions to 
fit the particular circumstances rather 
than rely upon ready-made solutions 


that were designed to satisfy other con- | 


ditions. 

Further, the analyst should never 
propose change merely for change’s 
sake. Any changed method recom- 
mended should demonstrably improve 
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the method presently in use. Any 
method that is currently operating rea- 
sonably well has a built-in advantage 
over any other method, if only because 
it requires no further training and no 
new equipment. 

7. Management consultants take great 
pains in preparing the findings of their 
surveys for presentation to clients, and 
with good reason. No matter how accu- 
rate and comprehensive the fact finding, 
how penetrating the analysis or how 
soundly developed the recommenda- 
tions, all is for nought unless the bene- 
ficial results expected from the study 
can be clearly and convincingly demon- 
strated. The presentation, whether 
written or oral, must be logically organ- 
ized, clear, simple and direct. Above all, 
it must be complete and accurate; one 
unsupported conclusion or one error 


can undermine the credibility of the 
entire study. 

Of course, there should be no sug- 
gestion of bias in a presentation. The 
disadvantages of a recommendation 
should be pointed out along with its 
advantages. It is far better to state 
frankly why recommendations have 
been submitted despite drawbacks than 
to leave it to management to point out 
the drawbacks. 

8. In systems studies, as in golf, it is 
the follow-through that counts. In the 
long run, the merits of a systems study 
will be judged, not by how soundly 
based the recommendations are in 
theory, but by how they work in prac- 
tice. Thus, the last of these guiding 
principles is that the analyst take ex- 
treme care to see that his recommenda- 
tions, once accepted, are properly in- 
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stalled. Installation must be carefully 
planned and supervised to insure that 
the new or improved system is not 
jeopardized by inadvertent omissions or 
commissions occasioned by lack of 
understanding by the people who oper- 
ate it. 

One final word. If there is a dis- 
senter in the organization—one who 
resists every effort to convince him of 
the value of systems and procedures 
analysis—surround him. Make him 
conspicuous by his nonparticipation. 
Do outstanding work in all other areas. 


| Before too long, results will speak for 


themselves, and the dissenter will join 
the team. 

There is no pattern to problem solv- 
ing, particularly today. Business is 
entering a period in which, more and 
more, its systems and procedures prob- 
lems will be new problems. Neither 
office managers nor anyone else in the 
organization will have had much experi- 
ence with them. It is a great challenge. 
Analytical ability and imagination will 
be tested to the full. In their work as 
systems and procedures analysts, office 
managers will be permanently on the 
business frontier. 
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dustry-wide problem of the railroad 
industry. 

Recently RSPA sponsored a special 
orientation conference on work sim- 
plification. The proceedings of this 
conference have been published in book 
form, in what is believed to be the first 
basic text on work simplification for 


the railroad industry. In addition to 
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publishing the material covered at its 


| special conferences, RSPA regularly 
| publishes the Proceedings of its spring 


and fall general meetings. These 
authoritative accounts of major railroad 
problems have a wide domestic circu- 
lation, and are sent to subscribérs in 


| ten foreign countries. A monthly news- 


letter, the /nterchange, appraises RSPA 
members of association events and cur- 
rent developments. Finally, as the oc- 
casion warrants and as a workshop 
study of a specific subject progresses, 
its findings are printed in a special re- 
port and distributed to all members. 

The Railway Systems & Procedures 
Assn. is a non-profit organization gov- 
erned by a board of elected officers who 
donate their time. Its offices are located 
in Grand Central Terminal, Chicago, 
where the executive director and his 
staff administer the day-to-day opera- 
tions of the association. Membership 
in RSPA is open to any individual who 
is an employee of a railroad or of an 
auxiliary organization in the field of 
railway transportation. 





Need for Modern Systems 
(Continued from page 93) 
chasing, research, employee relations, 
and others. The systems department 
must have overall corporate responsibil- 
ity. 

It is fortunate for our profession that 
another force is helping us as a part 
of the top management team. This is 
Let us not be all 
engrossed and too job-centered by plac- 
ing improper weights on any specific 
hardware, per se. Let us not lose our 
perspective that these are merely tools 


data consciousness. 
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which are available if they are needed 
in our proposed system. 


As systems people, we have an obli- | 
gation to our profession, to our com- | 
panies, and to ourselves. We have an | 
obligation to live up to these manage- | 
ment responsibilities. How do we meet | 


them? 

First, by properly equiping ourselves 
to do the job. How? We familiarize our- 
selves with the changing philosophies 
underlying the systems responsibilities; 
we continue training in new fields; we 
become thoroughly familiar with new 
systems, techniques and tools. We study 
the efforts of other companies in the 


field of systems, specifically the vehicles | 


through which managements of other 
companies operate. We affiliate our- 
selves with a local chapter of SPA 
and work on a professional level with 
others in our field. Beyond these ac- 
tivities we promote research and edu- 
cation concerning new systems tools and 
techniques. We continally improve our- 
selves. 


Secondly, we move into these new 
fields immediately, as required. Make 


use of new techniques and tools (elec- | 


tronic data processing, mathematical 
techniques, operations research, etc.). 


Early recognition of the practical ap- | 


plication of new techniques is essen- 
tial. If we do not move rapidly and ob- 


tain the advantages of early utilization, | 


savings may never be recaptured. 
Thirdly, we need to have a com- 
plete and full understanding of the spe- 
cific problem so as to be able to use 
new techniques to define the problem 
and translate it into understandable 
language (whether machine, report or 
other effective communications). This 
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gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 
LYNDHURST ST. ROCHESTER, NEW YORK 
For More Information Circle No. 412 


([Z 
4 






INSTANT 7 


PLASTIC LAMINATION , 


Clear plastic sheets bind to each other—sealing 





any flat object in between. No machines, heat or 
other treating required. Guaranteed to protect 
against moisture, tearing, soiling, etc. Lasts in- 
definitely . . . will not discolor, harden or crack. 
AVAILABLE IN VARIOUS SIZES. WRITE FOR 
FREE BROCHURE. Dept. A-1. 
PLAIN-VU, CARR CORP. 
3407 Prospect, Cleveland 15, Ohio 


For More Information Circle No. 413 
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hey OH UE 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 





Wraps are exposed to air 
and light, Employees do not face the weather 
in damp wraps that have been crumpled in 
dark lockers — do not eat soggy lunches, 
soaked by wet hats or gloves. Each person has 
his own spaced coat hanger, ventilated hat 
shelf and 12" x 12" x 15" deep lock box for 
lunches, tools and personal effects. 


Lockerettes save space too... the No, 6-12 
(2 column) accommodates !2 people in 6 
feet; the No, 9-18 (illustrated) accommodates 
18 in 9 feet. 


More salable because they keep 
"in press.” 


wraps 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 


VOGEL-PETERSON CO. 


1121 West 37th St. Chicago 9, Ill 


For More Information Circle No. 389 





means that we must have a broad over- 
all understanding of management phi- 
losophy and the business’s objectives. 
We must first recognize and define the 
problem. After the definition has been 


| adequately developed, the data proc- 
| essed and the problem solved, we must 
interpret the results for management. 


We must have sufficient knowledge of 


| the problem area to be able to immedi- 


ately recognize that the solution is in 
the proper order of magnitude. 


Fourth, we must avoid overemphasis 


| on the means of problem solution. The 


fascination of new tools and techniques 
may become dangerous if not held in 
the proper perspective. We must guard 
against a loss of contact with the real 
basic problem or situation and apply 
logical common sense. 

One of our most important and 
greatest responsibilities, we believe, is 
to people and our human relations at- 
tudes. We must constantly remember 
that people are our most important as- 
set. 

The advent of electronic data proc- 
essing has provided the systems engineer 
with many advantages, one of which is 
that it opens new doors to our systems 
activities for one reason or another. 


| The savings brought about through the 


installation of electronic data proces- 


| sing systems may, in fact, not wholly 


be due to the machines themselves but, 
in many cases, may be brought about by 
the re-engineering and re-planning of 
the entire system, forced by the con- 
version to electronic data processing, 
through a feasibility study designed for 
justification of such equipment. From 
the above, some of my predictions for 
future management include: 
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1. Systems and procedures will be 
functionally recognized and required. 

2. Well-rounded generalists will re- 
place the specialists on the top manage- 
ment team. 

3. More job and position rotation at 
all levels will be the pattern and re- 
quisite for promotion. 

4. Management will require timeli- 
ness of more facts for better decisions. 

5. Types of control will shift and in- 
crease due to more and faster data be- 
coming available. 

6. More interest in humanics—less in 
things. Studies prove that people-cen- 
tered managements are more effective 
than job-centered managements. 

7. Emphasis will be on developing 
of men with vision and creativeness. 

8. Management will be accepted as 


Gumption — in the Bright, New Package 


WIPES AWAY ALL 
DESK TOP STAINS 


from linoleum & plastic desk tops! 


Simply 
Wipe On— 
Wipe Off! 


No Hard 
ee 
No Waiting! 


Ditto Ink Stains— 
linoleum and Plastic 


Guaranteed to remove Hectograph 
Carbon & Crayon Marks—from 
desk tops. 

Also perfect for steel, aluminum, chrome, and leather 
chairs, and other office furnishings. Full money-back 
uarantee. 

vailable in handy {2 oz. can and giant 36 oz can. 
If your dealer doesn’t have Gumption, write us today! 


GUMPTION 
PRODUCTS CORPORATION 


56 Reade St., New York 7, N.Y. ¢ BArclay 7-8482 
Exclusive U.S. Distributor 





For More Information Circle No. 318 
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a separate profession rather than the 
rise of a specialist through a function. 

9. Greater emphasis will be placed 
on interpretations due to speed and vol- 
ume of electronic data. 

10. There will be occupational shifts 
due to more integrated data processing 
and electronics. 

11. Systems will become a separate 
profession and a systems and proce- 
dures certificate or a college degree in 
systems will be comparable to a CPA 
certificate and will be a vital part of 
top management planning. 

In conclusion, I’d like to quote Oli- 
ver Wendell Holmes, who said, “The 
great thing in this world is not so much 
where we stand as it is in what direction 
we are going.” Let’s not mountain climb 
over molehills. 


SCHWAB 
COMBINATION 
FIRE AND 


BURGLAR 


PROTECTION 


This combination unit consists of a Mercantile E 
Bank H Burglar Chest installed in the top of a 
steel case with an Underwriter's labeled Class C 
T-20 fireproof safe in the bottom of the case. This 
is the perfect unit for the business that must provide 
protection for both records and money. This unit 
can be built in a variety of sizes to fit any particu- 
lar need. 


SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 
For More information Circle No. 319 
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AREA Officers 


The Assn. of Records Executives & Ad- 
ministrators elected the following officers 
for 1959: president, Robert W. Humphrey, 
New York Stock Exchange; vice president, 
Norman L. Gullifer, N. J. Bell Telephone 
Co.; secretary-treasurer, Vincent A. Nun- 
ziato, Chemical Corn Exchange Bank. 
AREA’s second annual records manage- 
ment conference will be held in New York 
in May under the supervision of Norman 
L. Gullifer, conference chairman. 


NABAC Research Specialist 

Franklin D. Price, chairman of the 
National Assn. of Bank Auditors & Con- 
trollers Research Institute’s trustees, an- 
nounced that Harold F. Roach has affil- 
iated with NABAC to assist in guiding 
the work of the research teams to avoid 
duplication of effort and to determine that 
all pertinent areas are investigated. He 
was formerly cashier of South Shore Na- 
tional Bank of Chicago, and has many 
years of banking experience. 


Employee Counseling 


Six methods of counseling employees 
are briefly and simply described in “How 
Do You Counsel?” Free on request to 
Robert Hoppock, New York University, 
New York 3, N. Y. 


S. Calif. Business Show 

The Southern California Business Show 
will be held at the Ambassador Hotel, Los 
Angeles, April 21-24. Sponsored by the 
Los Angeles Chapter of National Assn. of 
Accountants, 731 S. Spring St., Los An- 
geles 14. 
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RSPA Executive Director 


The executive committee of the Railway 
Systems & Procedures Assn. announced 
the appointment of Grant C. Vietsch as 
executive director, and the retirement of 
Raymond E. Hoyne from that position. 
Mr. Vietsch has held important technical 
and administrative positions in education, 
engineering and general management, the 
most recent being with Sanders Associates, 
Inc. 


Small Business Items for P.O. 


Twenty-eight classes of items for use by 
post offices throughout the nation will be 
bought exclusively from small business 
concerns, Postmaster General Arthur Sum- 
merfield and Small Business Administrator 
Wendell B. Barnes, announced. Other 
classes of items are now under study to 
be added to this list. This is the first time 
entire classes of products or services have 
been earmarked by a Federal purchasing 
agency and the Small Business Administra- 
tion for award to small concerns on a 
competitive bid basis. Included are types 
of chalk, dusters, cards, badges, knives, 
rubber stamps and stools. 


Wasting Bottled Water 


Offices that use bottled drinking water 
usually waste about one-third of it if it is 
drunk out of glasses, according to the 
Dixie Cup Div., American Can Co. The 
company contends that, when paper cups 
are used, a business can save $2.03 on 
every bottle of water. If the average 8-oz. 
glass is used, it generally is rinsed with 
about 4 ozs. of water which is poured 
away. After the glass is refilled to capac- 
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..-hold the phone 
Vil have it for you 
right away... 


aii 


“220M” by 


new features 
make figures fly 
..and so simple 

to multiply ! 


“a0 


New Multiplication Key—it prints the answer, and both 
of the factors, on two easy-to-read lines. 


New High Speed—220 cycles per minute. Over 30% 
faster than most other 10-key listing machines. 


New More Flexible Keyboard—accepts figures faster. 


New Dual Purpose Lever—increases capacity to 11- 
digit listing, 13 totaling—for addition and subtraction. 
New Color—smart “Autumn Tan”—blends with mod- 
ern office decor. 


New Variable Space Control—adjusts for single or 
double spacing. 


Plus these wanted features: Exclusive Automatic Visi- Balance Window—Single Cycle, 
Single Purpose, Control co Beate Keyboard Angle—Two Color Printing — 


Quiet Rotary Action—Streamlined 


THE OFFICE- 


tyling—Concealed Paper Roll—and many others. 


For More Information Circle No. 240 
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NOW 
LEASE 


any Comptometer Business 
Machine on a nationwide 
leasing plan through all 
Comptometer offices. 





New Comptometer 
Customatic 


World's fastest way to figure 

.. Now faster than ever. Try 
it FREE on your own work. 
See for yourself. 





es 
Comptometer Commander 
Insures accuracy in dicta- 
tion. Lifetime Magnetic belt 


saves far more than ma- 
chine costs. See for yourself. 


COMPTOMETER CORPORATION 
1724 W. Paulina St., Chicage 22, tit. 


(C) Arrange free office trial for 
me on: 


© Send me literature on 


1) Comptometer 
Customatic 


(1) Comptometer Comp- 
tograph 220M" 
C) Comptometer 


Commander 
Name 
Firm _ 
Address___ 
City_ 





S...CHURCHES 


Et -O-PRINT’S 


ALL-NEW 
SKIP BUTTON __ cs e 


NON-SMUDGE , y 
RIBBON \ 
ADJUSTABLE GAGE . \ A 


| REPEAT BUTTON 


—— QUICKLY REMOVABLE 
FEED TABLE 


RECEIVING 
HOPPER HOLDS 
35 FRAME 
ASSEMBLIES 


san e me 129° 


PLUS FEDERAL 


LIFETIME METAL PLATES EXCISE TAX 
NON-SMUDGE RIBBON INKING 


erever there is a need for repetitive writing of addresse fill-ins p 


mprints, the all-new Speed-O-Print Automatic Addre 


"lates can de 


skipped or 


des a time-saving, error-eliminating solution at exceptiona + a 
} } i¢ y repeated a 


v cost. Impressions are clear, sharp and F irate. Ma often as 
are ready hours earlier yayro 
Ey desired, and are 
are prepared in a fraction of thet r 
always in 
methods. Automatic re-winding of ribbon. Factory-equipped 


r popular ‘'B'’ Style Frame-Plate. ‘'E or 'CB" Style Frame-Plate 


machines avaiiabie upon speci rder. Low-cost replaceable addre 


sequence 


hed in baked beige and 


Sfeeed-O- Print corroration 


1801 W. LARCHMONT AVE, e CHICAGO 13 


For More Information Circle No. 232 
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ity, the total water consumed for one 
drink is 12 ozs. A 5-gal. bottle of water 
(640 ozs.), costing about $1.25, provides 
53-1/3 drinks, or 160 drinks for every 
three bottles at $3.75. When a 4-oz. maxi- 
mum capacity paper cup is used, no rins- 
ing is required, so there are 160 drinks 
in a bottle. The price of 160 cups, about 
47 cents, added to the cost of the bottle, 
is $1.72, making a total saving of $2.03. 
Dixie Cup says paper cups are also sani- 
tary, cut down absenteeism because of 
sickness and reduce the accident rate. 


Philadelphia EDP Course 


Temple University Management Insti- 
tute, Philadelphia, offers an evening intro- 
ductory course in electronic data proc- 
essing. Course begins Feb. 17 and con- 
tinues on consecutive Tuesdays, 7 to 9 
p.m., to April 28. 


Change-Computing Registers 

A survey by George Frey & Associates 
for National Cash Register Co. indicates 
that in supermarket checkout operations 
that involve a typical composite of cash, 
checks, coupons and bottle returns, the 
change-computing cash register is . faster. 
Automatic change computation cuts over- 
ages and shortages and the overwhelming 
majority of checkers prefer this type of 
register. In transactions involving payroll 
checks, the change-computing register is 
40% faster in making change than the 
standard register, the survey showed. In 
handling coupons and bottle refunds, the 
change-computer register averaged 25% 
faster than conventional machines. In 
strictly cash ‘transactions, there was little 
difference between the two types of regis- 
ters in the time required for change- 
making. However, in stores equipped with 
standard registers, cash differences were 
about three times greater than in those 
using automatic change computation. 


TSA Benefit Card Party 


The Transcription Supervisors’ Assn. of 


Children’s 
TSA 


New York has selected the 
Cancer Fund of America and the 
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Memorial Scholarship Fund as joint bene- 
ficiaries of their 25th Annual Benefit Card 
Party to be held April 18 in the Statler- 
Hilton Hotel, New York. Josephine 
Palomba, RCA Victor Record Division, is 
chairman of the affair and Claudia Garvey, 
Gregg Publishing Div., McGraw-Hill Book 
Co., is vice chairman. 


Brighter Six Months Ahead 


New orders, dollar billings, production 
and profits will top their 1958 levels dur- 
ing the first half of this year, a majority 
of executives forecast in a survey of 189 
manufacturing companies released by the 
National Industrial Conference Board. 
While expressing confidence in their own 
company’s business prospects over the next 
six months, some executives adopt an atti- 
tude of cautious optimism in their com- 
ments on the general economy. Others 
stake their hopes for business improve- 
ment primarily on anti-recessionary pro- 
grams that their companies have put into 
effect. Despite the generally favorable 
outlook, a considerable number remarked 
on the keen competition they have en- 
countered and expect to encounter in the 
future. Highlights of the manufacturers’ 
opinions on five key areas of business ac- 
tivity: 90% expect an increase in new 
orders; 79% expect to produce more; 
52% intend to increase inventories; 36% 
expect to increase capital expenditures 
while 33% will reduce them and 31% 
plan no change; 80% expect to make 
more money before taxes—in the first six 
months of 1959 as compared with the 
first six months of last year. 


Big English Computer Show 

More than 40,000 people from 41 coun- 
tries visited the Electronic Computer Ex- 
hibition and Business Computer Sympo- 
sium, at Olympia, London, England, last 
month. Forty-three manufacturers of com- 
puters and ancillary equipment showed 
products worth £8 million in what is 
claimed to be the most comprehensive ex- 
hibition of electronic computers ever held 
and the first of its kind in Europe. 











SPEED 
YOUR TYING 


TIE LETTERS, 
PARCEL POST, 
CHECKS, BOXES, 
CIRCULARS, 
LABELS, 
PRINTED MATTER 
AND 

THOUSANDS OF 
OTHER ITEMS 


10 TIMES 
FASTER 


with an 


AUTOMATIC PAK-TYER 


Easy to operate and maintain. This speedy 
ALL-PURPOSE tying machine is de- 
signed to tie any size or shape package 
tight without adjustments. The knot is 
slip proof, Saves time and twine. Several 
models to choose from. 


LET FELINS SOLVE 
YOUR TYING PROBLEMS. 


WRITE FOR CIRCULARS NOW. 


FELENG | ssa nese st 











Milwaukee 16, Wis. 


For More Information Circle No. 286 








NIPPO  — . 
CHECK WRITER @ 


4 


indelibly prints : 
Just the same g Ls 
as a big - ; 
machine $ 
costing up 4 
to $500.— & “sd x ; 
F Type Ne 


NIPPO MACHINE INDUSTRY CO., LTD. 
Tenjin-cho-Nishi-ku, Yokohama, Japan 
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Britain’s Office Work 


(Continued from page 158) 


write, but will doubtless be a real con- 


| tribution to the world’s literature on the 


subject. 
The trend 1s away trom wax stencils. 


| The use of offset with paper plates and 





the xerographic process are likely to 
replace them, at least in the larger 
offices, thereby reducing costs and the 
need for the use of absorbent duplicat- 
ing papers. Increasingly, photographic 
processes combined with use of translu- 
cencies are being used in offices for 
duplication and to reduce copy typing. 

The commercial apprentice program 


| of the Assn. of British Chambers of 


Commerce, introduced in 1957, is de- 
veloping and is likely to go ahead faster 
this year, impelled by the great increase 
in the number of school-leavers in each 
of the years 1957 to 1962. Many com- 
panies had introduced their own pro- 
grams because no official one was avail- 
able. 

The trend of thought and practice in 
the U. K. is against the introduction of 
incentives based on output in office 
work, although the increasing use of 
work study techniques raises this possi- 


| bility. In general, more can be raised 


by concentration on methods, good 
recruitment, supervision and training, 


than on individual output. 





Britain’s New Equipment 


(Continued from page 154) 


only refer to machinery, whereas we 
have an extremely wide range of auxil- 
iary equipment including office furni- 
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WANT THE BEST FOR LESS? 








ture, safes, stationery, etc., exports of 
which for the first nine months of 1958 
were at an almost identical level with 
those at the same time in 1957. 

One aspect of office efficiency upon 
which the industry has concentrated 
with considerable success last year is in 
internal communication. A number of 
innovations have come onto the market 
recently among which I would mention, 
designed as it has 
been especially 
for telephone ad- 
ministration in 
the newer coun- 
tries, the first tele- 
phone using a 
printed circuit in- 
stead of wiring. 
The streamlined 
handset, complete 
with transducers, 
weighs only 7 ozs. 
The whole instru- 
ment can be dis- 
mantled and re- 
assembled with a 
screwdriver. 
From the same 
firm, which re- 
cently installed | 
the world’s largest | 
trunk _ telephone 
exchange in New | 
South Wales, has 
also emerged an 
audio frequency 
staff location sys- 
tem with a trans- 
mitter capable of 
handling up to 56 
individual codes 
which, by shar- 
ing frequencies, 









rorce GOLUMIBIA 


eases tired eyes 
...cuts errors! 


4 
7 NEW YORK e CH . 





can be extended so a total of 336 per- 
sons can be called. With this system a 
single loop of wire is adequate for a 
two-story building up to 150 ft. in 
depth, offering considerable reduction 
in installation costs. 

Another firm brought out a system 
designed as complementary to the nor- 
mal G.P.O. system but using push- 
buttons entirely. Each station has an 





This automatic numbering 
machine prints big +” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
... consecutive, duplicate, 
repeat action. 


For More Information Circle No. 315 


Tue Orrice—January, 1959 


inectriiment cmaller than a narmal tele. 


277 


neino anv farm of telenhone Thic ic a 








Follow the Thread of Work Authority 


HOW TO SYSTEMATE 
BEFORE YOU AUTOMATE 


Don’t spend money on electronic machines without 
getting your present systems in shape. A simple, low 
cost survey on one systems cycle before making a 
purchase may enable you to buy machines costing 
thousands of dollars less. For more information on 
systems and the electron write to: 


SYSTEMATION, Div. of Ross-Martin Company 
Dept. A-219, Box 800, Tulsa 1, Oklahoma 
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Do You Have 


“DESK- 
SHELF 
MESS?” 


clean it up with a 


VISO-DESKPLATE 


Be rid of dirty, taped and 
torn sheets on your desk 
shelf! The new heavy 
auge plastic Viso- 
Deskpteke keeps calen- 
dars, schedules, phone 
lists neat and clean. 
Crystal clear—smooth 
to write on—unbreakable. 
Dirt or ink spots easily 
wiped off. Self-sealing 
hinge— just lift front edge 
to change material. Stand- 
ard size 12%” x 15”—special sizes on request. 
ORDER TODAY—SATISFACTION GUAPANTEED 


If your stationer does not have Viso-Jeskplate, 
we ship postpaid for check with order (or open 
account to rated companies). 

One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on ° 2quest. 


D.C.HEYCO.,Inc. © 2108 Nicollet Ave., Mpls. ', Minn. 








WANT THE BEST FOR LESS? 
Use REPLI-master paper masters! 





Save lots of money for your company 
on direct image offset plates 


REPLICA corporation 


Manufacturers of Offset Duplicating Supplies 


154 NASSAU STREET NEW YORK 38, N. Y 
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WHEELIT’S New LOADEZER 





Moves Heavy Machines 
Anywhere for Demonstrations 


Increase your salesmen’s efficiency and 
cut selling costs by installing the new 
LOADEZER in their station wagons... 
the logical complement to WHEELIT 
Folding Carts for transporting and 
demonstrating all kinds of office ma- 
chines. Buy LOADEZERS separately 
or in combination with WHEELITS. 
Manufactured and sold exclusively by 


Gruber Products Co. rod’. 











For More Information Circle No. 302 
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The Machine Accountant 








instrument smaller than a normal tele- 
phone and all are loudspeaking although 
a handset is optional for privacy. To 
make a call, one presses a_ button 
marked T and to end it a button marked 
X with which one may also refuse a 
call, contact being automatically broken 
when it is released. The system is 
several times faster than conventional 
telephone systems, offers the usual con- 
ference facilities and can be linked with 
visual paging equipment, loudspeaker 
calling, etc. Contact is made immedi- 
ately the appropriate button is pressed, 
the callee having no action to take but 
reply, his attention being attracted by 
both an audio signal through his loud- 
speaker, and an optical alarm. 

Another entirely new transistor inter- 
com system allows you to simply press 
a button and ask what you wish without 


using any form of telephone. This is a 
small system, easy to install, the stand- 
ard consisting of one master station, one 
sub-station, and 20 yds. of cable which 
can be extended by a further three sub- 
stations when required. This equipment 
requires no electrical connections. It 
uses two 4.5-volt flashlight batteries or 
one 9-volt transistor battery to power it 
for about a year. On larger equipment, 
master stations are made for 6, 14 and 
22 sub-stations which may be connected 
to others without call-back. Finally, for 
the large organization, there is a further 
development which incorporates elec- 
tronic switching requiring no manual 
talk-to-listen alteration. In both these 
you may give one or more stations 
priority and they are designed for con- 
ditions where there is considerable out- 
side noise. 


KEY TO MOTOR DEPENDABILITY 





Special engineering is the key to motor depend- 
ability in business machines... because it assures 
the exact mechanical and electrical requirements for 
the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 
A Division of American Machine and Metals, Inc. 
In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


FRACTIONAL HORSEPOWER 


IN BUSINESS MACHINES... 







MOTORS 
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Have You Heard About . 


ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 





FOR 
NEGATIVES e OFFSET PLATES 
STENCILS « SKETCHES ¢ ARTWORK 
MASTERS © X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 


20!/," wide, 52" high, 28" deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


lers Everywhere—Special- 
teed J Model ot Addresson: graph-Multigraph Agencies 


Write for Complete Catalog 


ATLAS “<—- 


STENCIL FILES COR CORP. 


16716 Westfield Ave . Cleveland 10, Ohio 
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. Have You Seen 


The Machine Accountant 


(Continued from page 134) 


ble to house the number of operators 
needed to handle the telephone activity 
in the city of Milwaukee if it had not 
been for the use of the dial telephone. 
He also stated that, rather than displace 
telephone operators, they still had more 
operators than they had prior to the use 
of dial telephones. Recently I had the 
good fortune to be able to comment on 
this to an executive of the telephone 
company in San Diego. He informed . 
me that the statistics had changed a bit 
since 1952 and that, as of this date, 
even though telephone companies 
throughout the U. S. still have more 
operators than they had prior to the 
use of dial telephones, if it weren’t for 
the use of automation and the dial tele- 
phone, it would be necessary to employ 
every female in the country 14 years of 
age and older as operators to handle the 
traffic now handled by the dial system. 

I think it is relatively simple for us 
to conclude that if it had not been for 
the progress in automation, there would 
be very few of us indeed who could 
afford the luxury of a telephone and, in 
this small area, our standard of living 
would not have been raised. I feel that 
if each and every machine accountant 
will do his part, we can perform a 
similar service for the business of the 
world. I do not believe there will be any 
wholesale displacement of office people 
but rather, as business makes broader 
use of the new and existing tools, there 
will be a requirement for more people. 
These people will perhaps need more 
skill than is now required of the average 
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ZIP-O-RITER 


Addresses Directly 


from Card 
Files 


Headings On 
Work Sheets 
Accounting & 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 





Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 


3875 GARLAND ST., WHEAT RIDGE, COLORADO 
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0) 
Wilhelm Dreusicke slo kG 


BERLIN W35 LUTZOWSTR 3 
WRITE FOR FREE COPY OF OUR ILLUSTRATED 
CATALOG 









Tabulating | 





FASTER 


= | Rogersnap Carbon Second Sheets in the 


*NEW FLIP OUT DISPENSER BOX 


provide 100% efficiency in producing bet- 
ter copies. Eliminate all lost motion; 
ive faster, cleaner copies. Actually pay 
or themselves in time saved. Make 

happier secretaries. 

Write for Time Analysis and Sample Kit. 


LY JROGERSNAP 


BUSINESS FORMS 


P.O BOX 10425 DALLAS 7, TEXAS 


* Registered 
For More Information Circle No. 242 


ATT. MULTILITH OPERATORS 





=reepy iat 


the Two-Sided 
CLEAN-UP 
SHEETS 
with ADDED 
WET STRENGTH 
give you 
CLEAN 
INK ROLLERS 
—QUICKLY-EASILY—-ON THE PRESS! 
Cut wash-up time, get longer life for your rollers 


—Multilith 1250, (slotted and pin bar), ATF-I5, 
A. B. Dick 350, Davidson duplicators. 


for FREE SAMPLES 
(State press size) 


Write to 


DIRECT IMAGE 


Aluminum Plate & Supply Co. 

5829 E. Beverly Bivd., Los Angeles 22, California 
Ask about the new, improved ““DUO-LIFE”’ 
DOUBLE-WEIGHT MOLLETON COVERS, too! 
Dealers Inquiries Invited 
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Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


we 4 





Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 
fronts make them suitable 
even for “front-office” use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216 H 
CANTON 6, OHIO 


For More Information Circle No. 293 


[CSORTO-FIE 


Reg. U.S. Pat. Off. 
SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 


checks, letters, invoices, orders, 














© business forms or public docu- 
ments. For collating on the 
new Col-A-Tron. Write for 
illustrated circulars. 
Since 1946 Representatives everywhere. 


Associated Industrial Designers 


P.O. Box 39652, Los Angeles 39, California 
Plant: 1250 East Sixth Street 
Warehouse: New York, Chicago 
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office worker but this, again, will tend 
to raise the level of the machine 
accountant and make a better life for 
all of us. 





Profit-making Ideas 
(Continued from page 118) 


ting executives if these executives find 
out how little the auditor knows of their 
operations. 

In my own experience, experts in a 
particular function have always been 
glad to explain what they do. (It is 
always an agreeable experience to ex- 
plain how important your work is to 
someone who has less knowledge of it 
than you.) Once the auditor has this 
general knowledge of what is being 
done, he is in a position to ask “what,” 
“why” and “how”’—with the idea of 
building up his own knowledge of the 
operations. With the proper approach, 
and with a sincere interest in learning 
the operating department’s work and 
problems, he is off on the right foot in 
searching for ways to make more profit 
for his company. 

Unfortunately, no set of standards 
or rules can be applied to insure that 
profit-making will be brought to light in 
operational audits. Each situation and 
each audit presents an individual prob- 
lem. However, some factors that are 
important in operational auditing can 
be set forth: 

1. Curiosity—as to what is being 
done. 

2. Observation—to note and under- 
stand “what” and “why” and “how.” 

3. Persistence—until a thing is satis- 
factorily understood by the auditor. 

4. Business sense—weighing the pros 
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See WSS ees OF CCN TF 9 FU 


and cons of each situation, to decide 
what is worth-while. 

In developing profit-making ideas it 
is particularly important that the audi- 
tor, as far as possible, work on a 
cooperative basis with the operating 
department. Then, when the job is done, 
due credit can be given to that depart- 
ment for its contribution. After all, the 
department will usually have to sub- 
scribe to the profit-making plans and 
will have to execute them after the 
audit is over. 

A great deal of damage and ill will 
can result from efforts to take credit for 
a job. I have always worked on the idea 
that my bosses knew me and my work 
well enough to recognize what had been 
done and to give due credit for it with- 
out it being ened for me to adver- 


OU SAVE 


when you use 





LOOSE LEAF 


PRESTO 


ACCESSORIES 


CHARLES LEONARD, | 


tise the fact to them. One pat on the 
back from someone else is equal to 
about ten you give yourself. 

To realize the profit-making oppor- 
tunities in operational auditing, the 
auditor has to dig for them. Few or 
none will fall in his lap. You might 
compare it with drilling for oil. Internal 
audit examinations and techniques may 
be likened to the exploration and geo- 
physical surveys that pick out the likely 
spots. Then drilling starts. Sometimes it 
will produce a dry hole. Often, however 
(more often than wildcat drilling), you 
will come up with a producing well. If 
you're lucky, you'll hit a gusher. Which- 
ever it is, nothing will make the auditor 
more popular with management than 
having a part in making more profit 
for the company. 


Manufacturers of Stationery Specialties 


Inc. 





79-11 Cooper Avenue, Glendale 27, N. Y. 
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ONESEIME’ 
Reduce Costs — Sold 
only through our Dealers. 


DEALERS: Liberal Discounts — Delivery 





you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 








= INTERNATIONAL BUSINESS FORMS EZ 
_ INcorrPpPorRAtes ==, 


ARKANSAS 


1600 E€. 26TH STREET e LITTLE ROCK, 


ment, shipping or warehouse costs. 
Write TODAY to New Dealer, Dept. 1, 
1600 E. 26th St., Little Rock, Arkansas 
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Siewert Heads Facit, Inc. 


Karl Siewert was elected president of 
Facit, Inc., national distributor of Facit 
typewriters, calculators and Odhner add- 
ing machines. Mr. Siewert was also elected 
to the board of directors of Facit, Inc. He 
succeeds Erik A. Ohlsson, who retired last 
year. Mr. Ohlsson remains a member of 
the board of directors of the company. 





Karl Siewert 


George W. Haag 


Mr. Siewert, vice president of Facit, Inc. 
and west coast manager in San Francisco 
since 1953, has been associated with the 
Odhner company, subsidiary of the Facit 
industries in Sweden, since 1928. A grand- 
son of the world-famous Swedish office 
machine inventor, W. T. Odhner, he started 
his career as a member of the Odhner 
sales staff, later served in company offices 
in Berlin, Brussels and Paris. In 1936 he 
was made export manager of the Original 
Odhner organization in Gothenburg, Swe- 
den. 

George W. Haag has been appointed a 
vice president of Facit, Inc., it was an- 
nounced by Mr. Siewert. Mr. Haag, re- 
cently elected secretary of the company, 
also is national sales manager, directing 
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sales and distribution through approxi- 
mately 600 dealer offices throughout the 
country. He will work closely with Mr. 
Siewert formulating company policies and 
directing the expanding dealer network. 
A new midwest branch office was opened 
by Facit, Inc. at Evanston, Ill., where 
Ernst G. Harboe is district manager. 


Royal McBee Executives 


Alan S. Cook was elected a vice presi- 
dent of Royal McBee Corp. Mr. Cook, 
general manager of Royal McBee plants 
in Hartford, Conn., will continue in 
charge of all production of the company’s 
products there. 





Alan S. Cook J. T. Dessureau 


J. T. Dessureau was named sales man- 
ager for the Roytype Supplies Dept. of 
Royal McBee Corp., it was announced by 
W. W. Pennels, vice president, Royal 
Typewriter Div. Mr. Dessureau, formerly 
assistant Roytype sales manager, succeeded 
J. R. Risbey, retiring Roytype sales man- 
ager. Joining the predecessor Royal Type- 
writer Co. in 1944 as a New York Roy- 
type salesman, Mr. Dessureau has served 
as New York supplies supervisor and east- 
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q2's 10 Muh Ere 


. when 
everything 


is labeled. 





The answer to labeling problems in 






the office, factory, store, home. Ad- 
heres with slight pressure — no tools — 
no holes in fixtures. Eight transparent 
colors for instant identification. Label 
remains clean and legible inside plastic 
holder and is changeable. Made in 6” 
lengths and 14”, 34,” and 1” widths. 
May be cut to length required and 
makes 3 to 6 ordinary label holders. 
At your stationer or write 
for sample & folder 


CEL- U- DEX CORPORATION 


NEW WINDSOR, (NEWBURGH), NEW YORK 


For More Information Circle No. 218 
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“equally as 


your largest!” 


We are proud that-the 
superior quality of our products 
has earned us the friendship of 
so many fine firms, and we take 
extra pride in meeting their 
special requirements with 

care and promptness. 


We at Colonial will be happy to 
discuss your special requirements 
...may we hear from you? 


Specialists in the manufacture 
of spirit master units, 

spirit carbon, hand cleansers 
and fluids. 


; 
"4 
Serving the 
wholesale 


trade 
exclusively 





ern regiorval Roytype manager. He was 
named assistant Roytype sales manager in 
1957, his post until this appointment. 


Avery Appointments 


H. Russell Smith, 
president, Avery Ad- 
hesive Corp., an- 
nounced that John 
S. Torrey, formerly 
general sales man- 
ager, has been named 
general manager and 
will supervise daily 
operation of the 
pressure-sensitive la- 
beling concern. Rob- 
ert W. Morris has become manager of the 
custom sales division; Carrol J. Lee, man- 
ager of the stock products sales division; 
and Wayne Proper was named to head 
Avery’s sales-service activities in the U. S. 
and overseas. 


John S. Torrey 


Large Order for Regna 


A $2,100,000 order for electronic cash 
registers was awarded by Boots Pure Drug 
Co. Ltd., Nottingham, England, to Jorgen 
S. Lien Industrier of Bergen, Norway. The 
record order calls for the supply of 6500 
Regna cash registers especially built to 
include an electronic eye calculator. De- 
liveries of the first machines commences 
early this year. Boots Drug are well 
known as Britain’s largest chain of retail 


J. B. Hartnett, board chair- 
man of Haloid Xerox, Inc., 
bids bon voyage at Roches- 
ter to Fred Sites, driver of 
the Copyrama trailer which 
will be on tour through 
March. At left is C. P. Me- 
Colough, manager of mar- 
keting. The Copyrama itin- 
erary: Dallas, Jan. 6; San 
Francisco, Jan. 27; Los An- 
geles, Feb. 2; Cleveland, 
Feb. 17; Detroit, March 2; 
Montreal, March 17. 


<— For More Information Circle No. 148 


and wholesale druggists. The Regna ma- 
chine is particularly well adapted to elec- 
tronic analyzing work. American distribu- 
tors for Regna products are Regna Cash 
Registers, Inc., 175 Fifth Ave., New York 
10. 


Art Metal Executives 


L. R. Addington 
was appointed vice 
president and gen- 
eral sales manager 
of Art Metal Con- 
struction Co. Carl 
H. Bowen, vice presi- 
dent, was appointed 
coordinator of cus- 
tomer services. Mr. 
Bowen, in his new 
post, will supervise 
Art Metal engineering, research and prod- 
uct development, estimating, quality con- 
trol and purchasing. 


L. R. Addington 


Smead Buys Yale 


Mrs. E. C. Hoffman, president, Smead 
Mfg. Co., announced the purchase of Yale 
Filing Supply Co. of Los Angeles. It will 
be known as Yale Filing Supply Co. Divi- 
sion of Smead Mfg. Co. The purchase was 
made for better dealer service in the 
rapidly growing west coast market. Smead 
will continue the products manufactured 
by Yale and will warehouse the entire 
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rush out and 
get an A.W.FABER 


SRASERSTIK 


The original grey eraser point 
—always best for erasing. 





SLOPPY STRIKEOVERS 
make bosses see red. 
EYE APPEAL in a letter 
makes the same bosses 
beam with happiness. 


If you are still plagued 
with S.S. do yourself a 
favor. Discard your 
bulky eraser and get an 
A.W.FABER ERASERSTIK 

that slim, trim, white- 
polished pencil-shaped 
beauty that gives you the 
right point to do a clean 
erasing job. It whisks 
away one letter without 
smearing the whole word. 
With ERASERSTIK you 
erase without a trace. 
Want to be the apple of 
your boss-man’'s eye? Then 
get ERASERSTIK—today. 


Which point do you prefer? 
Slender, Medium or Blunt. 
ERASERSTIK Rives you 
your choice. Point with a 
mechanical or hand pencil 
sharpener. 


A.W. FABER -CASTELL 


PENCIL CO INC NEWARK 3. N J 
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AW.Faser GRASER 
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Smead line of stationery and filing supplies. 
Willard Jay, who has served as manager 
of the Yale operation, will continue in that 
capacity. Smead has plants and ware- 
houses in Hastings, Minn., Logan, Ohio, 
and Chicago to aid dealers in service and 
delivery requirements. 


Burroughs Executives 


Noel L. Mudd, 
general manager of 
marketing for the 
Burroughs Div. of 
Burroughs Corp., an- 
nounced that Don- 
ald M. Smith, who 
was advertising man- 
ager for the firm’s 
International Div. 
since 1954, has been 
named advertising 


R. Hugh Dundas G. A. Woolfenden 


manager for Burroughs Div. A. R. Mac- 
Isaac, who was manager since 1957 and 
prior to that served 37 years in virtually 
every post within the division, has retired. 
R. Hugh Dundas was promoted from su- 
pervisor of national advertising to assistant 
advertising manager and Tom A. Stevens 
is supervisor of direct mail advertising. 
Mr. Stevens succeeds George A. Wool- 
fenden who was promoted to take over 
Mr. Smith’s post as manager for the In- 
ternational Div. 


SoundScriber Advertising Manager 
SoundScriber Corp. announced the ap- 

pointment of Eugene J. Niel as advertising 

manager. Mr. Niel was formerly asso- 
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Remodeled Flat 
Rock, Mich., plant 
of Meilink Steel 
Safe Co. has 11,- 
000 sq. ft. of space 
devoted exclusive- 
ly to production 
of Hercules office 
machine stands, 


ciated with Fuller Brush Co. and Ameri- 
can Optical Co. He will be responsible 
for advertising, sales promotion, publicity 
and public relations, and will immediately 
direct his efforts toward the promotion of 
office control recording systems and dial 
dictation systems. 


Mosler Vice President 


Election of Howard A. Noble as a vice 
president of Mosler Safe Co. was an- 
nounced by Edwin H. Mosler, Jr., presi- 


dent. Mr. Noble has been with Mosler 
since 1944 as general sales manager. He 
has spent 39 years in the safe business. 


Systematics in Canada 


Systematics, Inc., 60 East 42nd St., New 
York, designer and manufacturer of Inter- 
couplers, is represented in Canada by 
Visirecord of Canada, Ltd., it was an- 
nounced by Systematics’ president T. A. 
Bruinsma and Visirecord of Canada’s 
president E. R. Deeks. The Canadian 


NEW FROM CESCO! 





NYLON POST BINDERS 


wa ae? 


-_» 


enue 7Ree © © 
. 


. 





@ Positive non-slip locking mechanism 

@ Smooth, clear unobstructed covers 

@ 2 Posts from 1 continuous nylon cord 
@ Binding edges steel-angle reinforced 
@ Flexible posts for easier loading 

@ Made for most popular sheet sizes 


for marginal punched forms 


Two all-new binders for bursted and unbursted forms 
with clear, 
posts from one continuous nylon cord that can’t slip 
or pull out at base, 


unobstructed covers, Flexible 4” capacity 


Write for Free Literature—Quantity Discounts 


THE C. E. SHEPPARD CO. 


44-03 TWENTY-FIRST ST., LONG ISLAND CITY 1, N. Y 


For More Information Circle No. 371 
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To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 


Edge Punched Card Structures 
e At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING ¢ BUSINESS 


SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 
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SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 


THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


For More Information Circle No. 398 
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company has offices in Toronto, Montreal 
and Ottawa. Fred Wagner, previously 
representing Systematics in Canada, is now 
associated with the Toronto office of 
Visirecord of Canada, Ltd. 


Dictaphone Sales Executive 


Leon E. Beardsley 
was appointed assist- 
ant sales manager of 
Dictaphone Corp., it 
was announced by 
Lloyd M. Powell, 
Dictaphone’s presi- 
dent. Mr. Beardsley 
joined Dictaphone as 
a serviceman in Chi- 
cago in 1925; moved 
to the company’s 
Fort Wayne, Ind., branch as salesman, 
then as branch manager; became national 
director of service at headquarters in Fair- 
field, Conn.; and, during World War II, 
was manager of Dictaphone’s Fairfield 
relocation factory. After the war, he was 
successively director of consumer research 
and manager of sales planning. His siost 
recent assignment has been as assistant 
district sales manager of the company’s 
Miami, Fla., territory. 


Leon E. Beardsley 








= | Nekoosa-Edwards Paper Co. uses shipping 
| cartons treated with Du Pont’s Ludox col- 
loidal silica to prevent them from slipping 


off skids and damaging cut paper sheets. 
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THE 


for type that | i) ""KOH-I-BALL" 


sparkles like 
. +» the New Double-Ended 
Ball-Point Pencil 


writes RED * writes BLUE 


NAA EYE rT es corners 








another Koh-l-Noor exclusive . .. the 
only two-in-one ball point pencil of its 
kind on the market. 
polished brass nose-pieces 
light wooden barrel 


. , full-length red & blue 
ca | | ball-point inserts (easily 
beet Li WN wes 1 | replaced with evelieble 
Cleans type CLEANER! Handy dauber whisks away | | sees 

dirt and goo in seconds! Non-inflammable, abso- Packed either 12 Koh-!-Balls on a display 
lutely safe; slow-evaporating, hence economical. card or In a dozen box. 


Look for the smart new orange-and-blue carton on | Retail price 49 
your dealer's shelves. trade and quantity discounts available. 


CONTAINS NO CARBON-TETRACHLORIDE 1 Koh-l-Noor Pencil Co. 


| ete 
69¢ at-all stationers and typewriter dealers Bloomsbury, New Jersey 
For More Information Circle No. 452 | For More Information Circle No. 454 








SECRETARIES ACCLAIM 


J.A.HEINRICH The ALL NEW 
DANKERS ST sosun‘copmnenen 
HAMBURG t11 


GERMANY (Western Zone)establ.1905 











Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 

ACCE S S @) R | E S Other Hall-Welter products include: 

Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 


fo!mme||Mo)aaler-Maaleolosllal 1; HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue © Rochester 20, N. Y. 
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THE ONLY BOOK 
OF ITS KIND! 


MANUAL 

OF 

OFFICE 
REPRODUCTION 


REPRODUCTION PROCESSES 
SYSTEMS DUPLICATING 
IMPRINTING METHODS 


OFFICE PUBLICATIONS, INC. 


Please send me 


Name 
Company 
Street 


City . 


292 


232 Madison Ave., New York 16, N. Y. 


. copies of the MANUAL OF OFFICE REPRODUCTION 
ot $3.25 a copy. [1] / enclose remittance. ((] Send invoice. 


Describes all office reproduction and 
duplicating processes. Time-saving charts 
show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods. 


Includes: 


CARBON PAPER, 
SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 
STENCIL DUPLICATING, 
RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 
CONTACT PHOTOCOPY, 
CONTACT PRINTING 

(TRANSLUCENT MASTER), 
FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
IMPRESSION STAMPS, 
ADDRESSING METHODS, 
TABULATING MACHINES, 
SIGNATURE MACHINES, 
OTHER IMPRINTING MACHINES. 
BINDING AND FINISHING EQUIPMENT. 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 
advertising by duplicator manufacturers, 
with Buyer's Guide index). 
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Derek G. Currie, 
vice president and 
general manager of 
Eastern Fine Paper 
& Pulp Div. Stand- 
ard Packaging Corp., 
announced the ap- 
pointment of Ken- 
neth W. Henderson 
as New England dis- 
trict sales manager, 
succeeding John H. 
Calligan who retired. Mr. Henderson, 
with long previous experience in advertis- 
ing and sales promotion, joined Eastern 
in 1950 as advertising manager, coming 
from Interchemical Co., New York. He 
moved into sales for the New York ter- 
ritory early in 1957. Eastern also an- 
nounced the removal of their Boston 
facilities at 10 High St. to larger, more 
modern quarters in the Park Square 
Building. 


K. W. Henderson 


Stock Forms Sales Manager 


Rogersnap Busi- 
ness Forms, Inc., 
manufacturer of 
carbon-interleaved 
and standard forms, 
and carbon second 
sheets, named Harry 
G. Clark, Dallas ad- 
vertising and sales 
promotion consult- 

Harry G. Clark ant, national sales 
manager of its ex- 

panded stock forms division, according to 
Will Rogers, chairman and president of 
Rogersnap. Since creation of the division 
last year to concentrate on the sale of 
stock forms through stationers exclusively, 
the operation has been expanded through- 
out the U.S., Canada, Alaska, Mexico 
and Puerto Rico. Field sales representa- 
tives have been named in various parts 
of the nation to serve stationer and user 
needs. Mr. Clark, with many years of 
experience in the newspaper, advertising 
and sales promotion fields in the south- 
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sae a RUSINES CARDS MANUSCRIPT 
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P. 2 TO THI Sa $300 FOR “a 
| NEFON TICE TENE He n 100 & 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 
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For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


for 
oT Sra Best Results 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 








For More Information Circle No. 366 


MANUFACTURERS OF DURALUMINUM 


HOLDERS voit 


MANY 
STYLES 


MFG. CO., INC. 


- BOX 243 


WINTHROP. MAINE 


__For More Information Circle No. 367 _ 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 368 
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BEAT THE HIGHER COST 
OF NEW POSTAL RATES 


To s a \ 











Saving on 25,000 | 

monthly-payment 
\ accounts is now 

nearly $12,000 


33%% higher postage holds 
few worries for the insurance company, fi- 
nance company, bank or retailer who 
switches from monthly notices to Instal-Velope. 

One insurance company now calculates 
it'll save $12,000 a year under the new rates 
on only 25,000 monthly accounts. 


Faster collections, fewer followups, lower | 
bookkeeping costs — and helps you keep | 


selling every month in the year. 


Write for new free sample book 


— or attach letterhead to this ad | 
Creator of Effective Tools for Effective Management | 


Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION INC. 


Westport, Conn 
For More Information Circle No. 373 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults, 
Strong—Easy to Move, 

Easy to Climb. 
Mounted on Swivel 
Casters which allow the lad- 
der to be roiled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in {3 heights — 4 
widths. Send for Circular 

56-0 and prices. 


1. D, COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, tl. 


For More Information Circle No. 374 
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Steel 


| vice president 


Brake | 


west, will work closely with stationers and 
field representatives in the promotion and 


| sale of the Rogersnap line. 


| Security Steel Appointments 


Ralph R. Davis, president, Security 
Equipment Corp., announced the 
appointment of Rudolph G. Drinkuth as 
in charge of sales. Mr. 
Drinkuth has many years’ experience in 
the office furniture field, coming to Secur- 
ity some 20 years ago as treasurer and 
later becoming vice president in charge 
of manufacturing. James T. Stevens was 
appointed vice president in charge of 
manufacturing and John McPeak is treas- 
urer. C. H. Collison, manager of furniture 
sales, and H. G. Tough, assistant sales 
manager, continue to serve the dealer or- 
ganization in their present capacities. To 
further assist dealers, Charles F. Hender- 
son was appointed manager of dealer 
sales. 


Alan S. Cook, vice president, Royal McBee 
Corp., shows the new 3'%-lb. polystyrene 
shipping container which snugly fits and 
protects the 47-Ib. Royal typewriter. Car- 
tons previous weighed 9 Ibs. The new 
pack was developed by Royal McBee, 
Koppers Co., Pittsburgh, and Worcester 
Molded Plastics, Worcester, Mass. 
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Executive offices of Moller 
Products Corp. and Bomont, 
Inc., suppliers of silk, nylon 
and cotton ribbon fabrics, 
are now located in this new 
a in North Arlington, 


Bomont and Moller Move 


Joseph Sullivan, president, Moller Prod- 
ucts Corp. and Bomont, Inc., announced 
the removal of the executive offices of 
both companies from New York, where 
they have been located for many years, 
to 80 Ridge Road, North Arlington, N. J. 
Bomont and Moller are leading and long 


IF OFFICE GIRLS 


HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


‘Amite \ 





experienced suppliers of silk, nylon and 
cotton fabrics for the manufacture of type- 
writer and other inked ribbons. Mr. Sulli- 
van himself is one of the longest expe- 
rienced specialists in the supply and ap- 
plication of raw materials for the inked 
ribbon industry. 


At YOUR FAVORITE 
STATIONERY STORE 


Fast and versatile, the new Amfile® Sort-All 


lets you sort anything for Filing—Posting—Malling 
—Distributing, etc. Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination. Numerically by 5's or 


100's and singles, Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS"—SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD 


KANKAKEE, ILLINOIS 
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Our Free 112 Page | ae = 
1959 Catalog Will | ¥ 


America’s quality 
drawing and com- 
puting devices ap- 
proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
porency, the ease 
of using them... 
and their many 
plus features. Tri- 
angles, French 
Curves, T-Squores, 
Protractors and 
many others. Send 
for free Catalog 


THE C-THRU RULER CO. 
HARTFORD, CONN., U.S.A. 


For More Information Circle No. 406 


CUT OFFICE OVERHEAD 
AND SAVE PRECIOUS . 


What better way 
than on day-in, 
day-out commer- 
cial office sta- 
tionery. 


ever. seuss oe 


Show You How! 
Send for Your 
Copy Today! 


No Salesman Will Call 


ACCOUNTANTS’ SUPPLY HOUSE o: 


518 Rockaway Ave., Valley Stream, L. 1., N. Y. 
REE aNi55 F500 cvs de Nebaebesdevevenesdseecions 
sk ict sd in cubcsietear weaved sox eeecasebehees 
Pr ry TT errr rT Tirire ire eT 
CITY GEARS: sccccccovee 
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Adjustable OFNWINBO, metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

1# not available from vour decler, wri: 





For more than 60 years, a complete line 
of time-saving signals and indexes 
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@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT’’ (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO"’ (The Rational 
Office) monthly, printed in German 


| combined only $13.00 | 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St, > New York 6, N. Y. 


Tel: BArclay 7-9550 
VERLAG PETER BASTEN, Aachen, Germany 
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observed again during the week of Feb. 
23-28, 


it was announced by Clyde T. Nis- 

















Letterex Patent License 


Letterex Corp. announced that their en- 


tire line of manifold carbon paper sets is | 
now being manufactured under license of | 


Kerr Patent No. 2,557,875, including 
Cameo, Sterling and Printed Letterex. 
William W. Bradford, president of Let- 
terex Corp., stated: “We believe that the 
greatest advantage of the license arrange- 
ment will be the maintenance of quality 
standards in an industry that is growing 
too fast to set its own standards of qual- 
ity. There has been a surprising demand 
for Letterex with the word ‘COPY’ printed 
either diagonally cr marginally, while the 





demand for custom printed manifold sets | 
is largely in the field of interoffice and | 


intraoffice copies.” 


Pencil Week, Feb. 23-28 


Pencil Week, started last year by the 
Lead Pencil Manufacturers Assn. to call 
attention to the wood-cased lead pencil as 
the nation’s primary writing tool, will be 





Chief Magistrate Justice John A. Murtagh 
of New York was the first to use the 
sidewalk calculator in front of the Addo-x 
Building at 300 Park Ave. George Agrell 
(left), president of Addo Machine Co. and 
N. Gosta Arnheim, president of Addo-X, 
Inc., look on. The remote control key- 
board on the sidewalk operates a regular 
Addo-X printing calculator inside the 
showroom and visible through the window. 
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POST 
—speeds UP 
mail routine in the office 











A proven tested... 
ELECTRIC LETTER OPENER 


PRICED WITHIN REACH $9950" 
OF EVEN SMALL OFFICES 

“Plus Fed. Excise Tax 
e Saves Time « Saves Money e Eliminates Strain 


¢ COMPACT—Occupies only 6" x 8" 
of desk top space. 

e PAYS FOR ITSELF — Even in small 
offices by saving letter opening time 
and speeding your mail distribution. 

© NO SORTING—opens any size or 
thickness of envelope without sorting 
or adjusting. 

¢ SIMPLE TO OPERATE — anyone can 
use it with little or no instruction. 

¢ NO WASTE STRIPS — opens envel- 
opes without cutting off waste strip. 

¢ GUARANTEED FOR ONE YEAR—Pre- 
cision built for years of heavy duty, 
trouble free service. 

DEALERS IN ALL PRINCIPAL CITIES 


Some ferritories still open. Dealers write 
for information. 


GENERAL STATIONERS SUPPLY CO, 
1020 S$. WABASH AVE., CHICAGO 5, ILL. 
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An Eye-Opener! 


ElectrosWrite 


CARBON PAPER \| A" 
with 











*Matched 
Appearance 


Think carbons from the new electric 
typewriters can’t look as sharp as the 
originals? YOU HAVEN’T TRIED 
CODO ELECTRO-WRITE! It matches 
the sharp, clean impression of the orig- 
inal... every time! Wears long, too! 
Try it! No obligation. 


Samples on request 


Lathe MANUFACTURING CORP.— — 
{ Dept. 0 

| Leetsdale, Pa. 

| 

| 

| 

| 


Attach this coupon to your Com. 
pany’s letterhead and send for free 


| 
samples. | 
NAME | 
ADDRESS 


For More Information Circle No. 369 


298 


ARE UPRICE-—JGMas y, £707 


observed again during the week of Feb. 
23-28, it was announced by Clyde T. Nis- 
sen, executive vice president. 


Sten-O-Tape Year Warranty 


American-Geloso Electronics, Inc., 312 
Seventh Ave., New York 1, last month 
announced the offer of a full year war- 
ranty for parts and service on its Italian- 
made dual purpose machine, the Geloso 
Sten-O-Tape recorder-transcriber. Ameri- 
can-Geloso states the guarantee to be the 
first offered in the tape recorder and dic- 
tating machine industries. Sten-O-Tape is 
a portable, double-duty dictation-transcrip- 
tion and general recording unit made by 
S. p. A. Geloso, large electronic manufac- 
turers in Milan, Italy, of which some 
325,000 units have been sold throughout 
the world. 


New Clarke Plant 


Purchase of a new manufacturing plant, 
which culminates a ten-year expansion 
program, was announced by Clarke Floor 
Machine Co., Muskegon, Mich., formerly 
Clarke Sanding Machine Co., one of the 
nation’s largest producers of floor main- 
tenance machines. The new _ building, 


Clarke’s second manufacturing site and 
called Plant No. 2, is in suburban south- 


=: = 





west Muskegon. The steel and cement 
block structure contains a total of 15,000 
sq. ft. and its site includes considerable 
acreage for additional expansion. When 
Clarke was established in 1918, only floor 
sanding machines were manufactured, said 
Ernest Cooper, president. Today they 
manufacture a full line of floor mainte- 
nance machines. 
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es 8 owes ttt A at dad asi 


In only seconds, you 
yourself can produce 
a RENA ADDRESS 
STENCIL, ready for 
printing. Therefore, an 
enormous saving in 
time and money. 
Clean and legible ad- 
dress impressions dis- 
tinguish the world re- 
nowned RENA SPIRIT 
ADDRESSING SYS- 
TEM. 


Buromaschinenfabrik G.m.b.H. & Co., Deisenhofen/Munich, Germany 
Open for active U.S.A. Agents for Rena Addressing Machines and Stencils. 








INTERNATIONAL 


has the machine you want, 
when you want it—as you want it! 










Choose from the world’s largest se- 
lection of SELECT ROUGH and 
REBUILT Office Machines. 


Most every famous make and model 
can be yours at savings from 40% 
to 60%. 


Re. oe 
Rebuilt Machines—Guaranteed to LOOK and Lene 


PERFORM like new. 

Select Roughs- machines complete as to parts and in 7 "Wemnese, \ 

operating condition for quick reconditioning and sale. 
Whether USER or DEALER you buy with confidence plus sav- 
ings at “INTERNATIONAL,” 40 years of reliability. 





Tell us your requirements today! 


ai | || (]NA Department Store of Office Machines 
ORs Bee Ay | 326 Broadway, New York,NY 
@ Z 


[fice '® “Gt Ses re WOrth 2.3200 
Vj, hy Cable:  ADDBOOKAL 
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RITE-LINE copyrnoiper 


@ SAVES EYESTRAIN TAKES COPY UP TO 20” 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
@ INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 





RITE-LINE CORPORATION 





4209 39th St., N. W., Washington 16, D. C 





For More Information Circle No. 296 











FREE! ALVIN READY REFERENCE 
CHART with DECIMAL TABLE 


Fully illustrated reference chart showing com- 
plete Alvin line. Includes handy Decimal Chart. 
Tack on wall or file in drawer. See Alvin's com- 
plete line at your dealer or write for Alvin 
Ready Reference Chart TODAY! 
America’s Most Complete Line of: 

e Drawing Sets e Drafting Materials 
e Drafting Instruments e Drawing Equipment 
e Designing Aids e Measuring Devices 


ALVIN & CO., INC. ¢ WINDSOR, CONN. 




















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck “Outlook” Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 

This improves personnel relations. 
Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., fst. 1902 


Originetors ef “Outlook” Envelopes 


ton Bivd., Chicege 7. iiines 


1001 W Wash 
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TWICE THE VALUE... 
HALF the PRICE! 


Fauna 


“JUNIOR” 
NUMBERMATIC 2 


Now every office 
can enjoy conve- 
nient automatic num- 
bering and at less than 
half the cost of compar- 
able machines! 5 auto- 
matic actions! Instant 
clearing! 4 wheels - 0001 
to 9999 in small space! 
Heavy nickelplate finish. 
Maroon plastic handle. 

FULLY GUARANTEED, 
all better office-stationery stores, 











@ Model AC 5 numbering $15.95 
actions - instant clearing 
@ Model A 6 actions $12.95 
@ Model 10C 10 actions $19.95 
Plus FET 


BANKERS & MERCHANTS, INC. 





3229 N. SHEFFIELD AVE. @ CHICAGO 13, ILL 
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[NetinalConjoras 
. : 


Western Joint Computer Conference, Fair- 
mont Hotel, San Francisco, March 3-5. 


National Office Furniture Assn., Fontaine- 
bleau Hotel, Miami Beach, May 1-3. 


National Assn. of Educational Buyers, 
Fontainebleau Hotel, Miami Beach, May 
11-13. 


Insurance Accounting & Statistical Assn., 
Ambassador Hotel, Atlantic City, May 
17-20. 


National Society for Business Budgeting, 
Leamington Hotel, Minneapolis, May 
21-22. 


Institute of Internal Auditors, Shoreham 
Hotel, Washington, D. C., May 24-27. 


National Office Management Assn., Roose- 
velt Hotel, New Orleans, May 24-27. 


National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 21-24. 


National Machine Accountants  Assn., 
Chase-Park Plaza Hotel, St. Louis, June 
24-26. 


National Office Machine Dealers Assn., 
Cincinnati, July 21-24. 






ve 


for Cutting, Slicing, trimming 


rJN @ 

i 4 

1 ¥ACTO Refill Blade SPECIAL OFFER! | #71 

Safety-Guard knife* i 

I Use ¥-GCfO Knives ond scscrtment of - 
for corrections on spirit-type duplicating KNIVES ades. Sleeve com- 

, masters, magazine and newspaper clipping, ey ly sa blade t 

| eaemneee, paste-ups, sharpening crayons and eed _in use. ' 

; cial Pr 

i sagyrien *Pat. Pending $1.00 vin open closed 3 

L.x-AcTO, INC. 48-423 Van Dam Street, Long Island City 1, N.Y. 
eee | 





National Society of Public Accountants, 
Sherman Hotel, Chicago, Aug. 24-28. 


National Assn. of Bank Auditors & Con- 
trollers, Statler Hotel, Boston, Sept. 21- 
23. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-30. 


Life Office Management Assn., Edgewater 
Beach Hotel, Chicago, Sept. 28-30. 


National Business Forms Associates, Chal- 
fonte Haddon Hall, Atlantic City, Oct. 
4-8. 


Systems & Procedures Assn., Royal York 
Hotel, Toronto, Canada, Oct. 12-14. 


National Business Show, Coliseum, New 
York, Oct. 19-23. 


Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 21- 
23. 


Controllers Institute of America, Penn- 
Sheraton Hotel, Pittsburgh, Oct. 24-28. 


American Institute of Certified Public Ac- 
countants, Fairmont & Mark Hopkins 
Hotels, San Francisco, Oct. 24-29. 
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ADVERTISERS 


Acco Products 
Accountants Supply House 
Acme Visible Records, Inc. 
Addo-x, Inc. 


Addressing Machine Co. of California ........ 


Addressograph-Multigraph Corp. 
Aigner Co., J. 

Ajax Business Machines, inc. .. 
Allied Carbon & Ribbon Mfg. Corp. 
All-Rite Pen, Inc. 

Alvin & Co. 

Amberg File & Index Co. 
American Dictating Machine Co. 
American Evatype Corp. 

American Geloso Electronics, Inc. 
American Numbering Machine Co. 
American Office Equipment Co. 
American Stencil Mfg. Co 

Ames Supply Co. 

Anken Film Co. 

Applied Research Corp. 

Aptitests . 

Arlington Aluminum Co. 

Associated Industrial Designers 
Atlas Stencil Files Corp. 


Bankers Box Co. . 
Bankers & Merchants, 
Barkley & Co., C. L. 
Basten, Peter 

Bentson Mfg. Co. 
Bevco-Precision Mfg. Co 
Bomont, Inc. 

Borroughs Mfg. Co. 

Box No. | 

Brady Co., W. H. 

Bud ype Cleaner Co. 
Bunn .H. 
Burroughs Corp. 


Inc. 


Business Electronics, Inc 
C-Thru Ruler Co. 
Carteret Printing Co. 
Cashere Corp. 

Catskill Craftsmen, Inc. 


Cel-U-Dex Corp. 
Changepoint, Inc. 

Cheshire, Inc. 

Chicago Desk Pad Ge:. 
Cincinnati Time Recorder Co 
Clar-O-Type Co. 

Codo Mfg. Corp. 

Cole Steel Equipment Co. 
Cole Steel Office Machines, 
Collamatic Corp. 

Colonial Carbon Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Corp. 

Concord Stamp Co. 

Continuous Forms, Inc. 

Control Systems, Inc. 

Convoy, Inc. . 

Copycat Corp. 

Copy-Craft, Inc. 

Cormac Photocopy Corp 

Cotterman, |. 

Curtis- Young Corp. 


Inc. 
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Dankers, J. A. Heinrich 
Davidson Corp. 

ee Glass Co. 

de Castro, Robert F. 

DeJur Amsco Corp. 
Denominator Co. 

Dewberry engraving ¢ Co. 
Dick Co., A. B. 
Didde-Glaser, inc. 

Dieh! Rechenmaschinenfabrik 


Direct Image Aluminum Plate & Supply Go... 


Ditto, Inc. 

Dixon Crucible Co.. 
Dorson Corp. 
Dreusicke & Co. K. G., Wilhelm 
DuKane Corp. 


Joseph 


Duplicard Addressing Machines Co. 


Dupli-Typer Corp. 


Eastern Fine Paper & Pulp Division . 


Eastman Kodak Co. (Recordak) 
Eastman Kodak Co. (Verifax) 
Esleeck Mfg. Co. 

Estey Corp. 

Eureka Specialty Printing Co. 
Evans Specialty Co. 

E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., A. W. 
Facit, Inc. (Facit Calculators) 
Facit, Inc. (Odhner Calculators) 
Felins Tying Machine Co. 
Filmsort Co. . 

Fletcher ee Co. 

Force & , Wm. A. 

Friden, ‘hog ; 


Gates Acoustinet Co. 

Geist Co., H. 

General Fireproofing “Co. 
General Stationers Supply Co. 
Graff Co., George B 

Graphic Systems 

Griffin Mfg. Co. : 
Gruber Products Co. . 
Gumption Products Corp. 


Hall-Welter Co. 

Haloid Xerox, Inc. 
Hammermill Paper Co. 
Heller “4%: — Corp. 


Hey Co., 

Heyer “Ad : 

ty wey Co., Allen 

H-O-N 

Hunt Pen ya C. Howard . 


Hush-A-Phone ‘Corp. 
Hutton Business Service 
Hygienic Dental Mfg. Co 


Ideas, Inc. 


Industrial Shredder & Cutter Co. ... 


Inter-Continental Trading Corp. 
International Business Forms, Inc. 
International Office Appliances, 
Interstate Metal Products Co. 


THE OFFICE 


Inc. 


-—— 


28! 
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Rest-A-Phone Co. ... 
Rex-Rotary Distributing Corp. ‘anes 
Reynolds & Reynolds Co. .... 
oe 
—— Rubber Co., Weldon .. 
ersnap Business Forms 
“SS 
Roll O-Graphic Corp. 
Royal McBee Corp. (McBee Division) . 
Royal McBee Corp. (Royal 
Typewriters) 
Royal McBee Corp. (Roytype) 


S & M Distributing Co. : 
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Saunders Mfg. Co. ...... ae 
Schwab Safe Co. 
Schwayder Bros. ... 
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Sengbusch Self-Closing Inkstand Co. 
Shaw-Walker Co. ............ 
Sheppard Co., C. E. 
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Systematics, Inc. . 

Systemation Div. of Ross-Martin Co. 


Inc. . 


Tab Products Co. 
Teletype Corp. 
Thomas Collators, 
Thomas Collators, Inc. (Desk Top Collator) 
Tiffany Stand Co. .. 

Times Facsimile Corp. . 

Townsend Industries, Inc. 

Traveletter Corp. 


Inc. 


UHU Products Corp. 
Underwood Corp 
. §. Carbon & FRibbon Mfg. Co. 


Vari-Typer Corp. 
Victor Adding Machine Co. 
Vogel-Peterson Co. .. 


Walco Products Co. 

Wassell Organization, 
Wassell Organization, 
Watson Mfg. Co. 
Wheeler Co., Inc., 
Wilson Jones Co. 
Wolber Duplicator & Supply Co. 
Wright Line, Inc. 


Inc, '(Corres-File) 
Inc, (Instal-Velope) 


M. G. 


X-acto, Inc. 


Zip-O-Riter Products 
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Au Wh Gu Ot 
One hears much today about the dangers of 
monopoly, elimination of competition and concen- 


tration of power. A new year is the appropriate 
time to take a look at this situation. 


You who read this publication regularly work 
in two principal industries. First is that of your 
company or institution, second is the office equip- 
ment industry which provides the tools that you as 
a paperwork administrator (treasurer, controller, 
vice president, purchasing agent, office manager, 
etc.) use daily. 


It is of practical dollars and cents impor- 
tance to you whether the trend in the number of your 
suppliers is increasing or decreasing, whether you 
will be forced to deal with a few large suppliers 
who will dictate terms and quality. 


Contrary to frequent and casually expressed 
statements, the number of companies as well as 
products in the office equipment industry is sta- 
tistically on the increase. More different makes 
of typewriters, adding machines, photocopying ma- 
chines, desks, a greater range of electronic com- 
puters, more specialized papers and office systems 
are available than ever before. The office equip- 
ment industry is not a handful of giant monopolies 
nor is it tending that way. There is a virtual mo- 
nopoly here and there, of course. Punched card 
equipment is the most prominent example, but it is 
an exception in the industry. 


This increase in competition means a wider 
source of supply for you as office executives. It 
is an encouraging development which should be 
welcomed. 
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Why waste time cutting stencils? When there are rush re- 
ports to get out, just type, write, draw, or trace your copy 
on a clean, white Ditto Master. Attach it to a new Ditto 
duplicator, and in one minute you'll have up to 120 sharp, 
clear copies in one to five colors. Your timely reports reach PP Bonny, se open ern 
your office and sales staff in record time. Everybody’s in- and hand-operated models 


stantly informed of important changes and developments. 


New Ditto duplicators take varying weights of 
paper and card stock; sheet sizes from 3” x 5” to 
9” x 14”, Masters produce more than 300 perfect 
copies. For free Ditto demonstration, mail coupon. 


Ditto duplicators are 


priced trom $175.00 


DITTO, INC.,6866 McCormick Rd., Chicago 45 
Please arrange to give me a demonstration of 
the new Ditto Duplicators in my office 


ree 
Company__ 
Address 


City 
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Why a new Royal turns out more and better work than the time-worn machines you’re now using. 


How many of these Royal 
advancements does your 
secretary enjoy? 


None of them... 





if her typewriter is 
more than 5 years old. 


. Finger-balanced touch 

. Finger-form keys 

. Twin-Pak" ribbon change 
. No-skip space bar 

. Snap-out cylinder 

. Line Meter 

. Lightning carriage return 
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. Five cheerful colors 


MORAL: Cut costs .. . trade in your old 
slow-poke typewriters on new Royal Standards. 


ROYAI 


standard 


eitzaterserns & World’s Number One Typewriter 
F oa on There are more Royal Typewriters 


in office use than any other kind. 





Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters. 
For More Information Circle No. 191 





